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• ^ CHAPTER r • ' . ; 

" ■ •'introduction < n 

A. /purpose of' THE HANDBOOK ' ^\ 

The Handbook of Standard Terminology for Reporting and Recording , , 

Information- abou t Libraries outlines the types of information useful for. 

— ,\ .. 

communicating data about library resources and Tibrary programs.; The \ 
Handbook is fntendedffor managers, and data collectors in all sectors and 
at all levels of the library community. The structure of information and 
related terminology are intended to provide a sound basis for management 
and planning-^ to enhance information exchange; and to facflitate reporting 

'to external agencies and organizations. This Handbook provides library 
managers, boards of trustees, and other library decisionmakers with guid- 
ance in identifying items of information from which t6 .obtain factual and 
. comparative data for develojDing polici^^ and decisions; for communications, 
with'constituencies, legislative bodies, and governing organizations; and 
for fulfilling information requests of external agencies. » Ideally,' the 

j'tems and use of data elemcints defined in this Handbook wi 11^ enhance ,the 

\ !Il ■ ■ ■ 

comparability and compatibility of data collected for a variety of reasons 
and by a variety of organizations; and will reduce duplicati9n and re^onse 
burden associated with these di.verse data-collection activities. In this 

context, it Is hoped that ,the terminology and data definitionsHncTuded 

in this Handbook . will evolve into a standard language for inter-^ and intra- 

organizational communications. . \ 

• * • 

A primary purpose of the structure outlined in this Handbook is to 

» 

provide an information foundation upon which to base decisions on complex 

internal questions and. which allows library managers' to be responsive to_, 

. . • \ - 



the information, needs of their constituents and'parent organizations. ... 
-Fundamental' to the need f ;- data^ by library administrators is . the obli- . 
gatioh to-^ make well-infortied management 'dQcisionsv Such decisqnraaking 
responsibilities req'uire5data for. planning and evaluation (of programs^ 
and policies); public relations and* promotion; resource acquisition and • 

o ' ■ ■ • ■ ' ' ■ , ■ ■ 

, ■ ■ . • • * / 

distribution; budgeting; and accountability. . • ; ^: ; 

■ ' A common difficulty in the interpretation Cf informatioq i^ the . ^: 
absence of a relative- standard -by which to assess^^ the library's operation^-- ' 
and resources. The library, 'lika most no^nprofit organizations, dops not 
have an overall measure of its success (such as profit) by which to eval- 
uate'itself. Instead, the library must depend upon comparative d^ta by,, 
which to relate its activity with its own historical performance,, or that ^ 
of counterparts in other settings. In this context, then, the capability 

,to communicate and compare the library's operations and resources is closely 

" • ' ' ( " ' ?» ' 

aligned to the development of managerial guidelines. In order to implement 

' thfe* necessary exchange of information among libraries, several actions 
■ ' , . ^ .- 

need to be adopted: a coinmbn set o:' data^fflements needs to be collected 

— at-the-s-rteXT)"wi"th-whTcrthy-la^^ itself; 
a domon terminology using agreed-upon definUions with which'to describe 
the library has to be employed; and a standard methodology by which to 
collect and combine the data must be effected. Jhe Handbook presents a 

-■guide to -the-types of -informatipj'that are im^^^^^ the 
li'brary and that are fun,damen1a,i to th6 comparison of operations and re- 
sources among libraries, thus, a secondary purpose of the Handbook is to . 
provide the basis for translating data from internal systems to external 
conmuni cations mechanisms:- 
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^ '.«■/*'•' . ^ . ■•■ 

1* * • ' ' . ' ^ •• 

A tertiary data concern- is the* nature of external reporting require- ^ 

.. *• ... ■j/,^. ' . ' • ^ •■■ » ■ 

" men.x^placed upon the libr/?iry by government agencies , professional organi- 

\ , z^tions, ;6ind others. The'library cbmmuni^ty has itself suppoy^ted"" many data . 

collection endeavors in order.j^o determine operating costs, interlibrary ' 

loan traffic, photocopying levels, and additional information about the. 
.-'operations and resources of libraries. The div'erse purposes of these 
^/'efforts have often led to the use"of varying data categories <ind conflict- 
^ ing defini;tions. "^dis Uck of standardization as well as the unique natur^ 

of such surveys have prevented comparison of the rejsultfng information. 

Of equal^ concern has been the burden placed oh libraries to collect data 

i ■ V 

which often do npt conform to the types of data collected internally. . 
\ Ideally, these divers^i survey efforts would be bas&d^upon standardized. 



terminolo^gy anci data sets sim-^'lar to th^se of internal- library data systems, 
The benefits o1^ standardization among :^hese diverse^ survey efforts include 
the enhanced capability to compare and combine daf.a from mult''; pie survey* 



instrument's, the reduction of response burden by the use of. standard ter- 
mi ndl ogy_and_data j;.aJ:egori.es.,, and^-^^ dance^~of- redundant— da^taf- NOrli ec^ 

tjion by various organizationis. '^Th? Handbook is intended to foster a common 
1,anguage 'which could accomplish these objectives. 

A S;^'ngle overview^of management information and standard terminology 
is insufficient to address each of the day-to-day infonnati(^n needs of 
the library administrator, and policymaker.- . Instead, the Handbook provides 
a basis for identifying! -the types of information commonly useful to man- 
agement and to* governmeijrtal an4^professional organizations, and formulates 
a frart|ework to assis^in the interpretation of this information./ 
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B. » 'SCOPE OF THE HANDBOOK '''^ ■• . 
■ Premise of the Handbook .' ' 

The "scope of -this Handbook is intended 'to encompass basic management 

informatiDn r^eds in.aeademic, public, school, and special library comtftuni- 
■1;'les. An unde'rlying "prenn's^ of the Handbook is that^all types of libraries 

/ have a common set of functions, purposes, and resources which outweigiuthe 

^ ' - " - " •• • ■ ' 

differences, in, setting, "size, or organizational goals. The data base is 

r\ - -., "', . ■ ■ , 

built upon thiscommon set of descriptors, while accommodating and pro- 

' ! ■ \. \ 

viding those descriptors unique to'.each type of library. V 

Several difficulties in generality, however, should be junderscored. 
\ ■ ■ . . v \ ^ ^ ^ 1 ; ■ 

There is no typical library, and thus no typical data set appropriate to 

.the-fndivicfual, Library. "Unique goals and objectives of the individual 

library preclude dictating the types oiCdata necessary to^decislonraaking 

in that setting. For this reason^ it -s antici*p<|ted an-* iiicouraged that/ 

the individual library adopting "measures of resoiprcbs. ar^d programs from 

_this-H§ndbGgJc-wi-l-l-5eTectre "eeds 

of the library .a.id its enviTsns. The library administrator, should be sev!- 

sitive to the requisite refinements necessary .to efficiently maet local . 

management information requirements. This selectivity should be based on 

othe pragmatic and perceived nee^ for , information in planning, management, 

accountability, problem5:olvirig, and budget justification. Finally,, the 

following' data set provides a basi-s fiir informed decisionmaking; it doe's 

not dictate the decisio'n. A's~with.apy management information system. 

interpretation of the resulting data and pofential uses of the daca set , 

. . o ■ ' . ^ 

are a matter of individual perogatTve. " . • * . 



- Nature of the Data^ included, in the Handbook • . * 

In selecting data- items for inclusion iri^ this Handbook, an attempt 
.has" been made to identify those data that are required for reporting to 
'at least, the! Federal government as well' as thc^ie data required to provide 
at* least a minimal data set foir internal ^fnagement purposes. C^tsidera- 
tion was also gi-ven^to the da4:a-cb?Tection burden inherent in the data , 
elements identified within the Handbook/ This- latter concern is somewhat 

^diminished by the'growing availability of management information] by-products 

' ^ ■ . ' . 

^provided by library automation. However, the library adrriimstrator is 
^' • ' 

^* ■ ..• 

cautiorted to exerctse a high degree of discrimination in identifyinCi those 
data sets 'useful to management and accountabi 1 ity requirements of the y 
library J * ' ' * ^ • ^ 

The majority of data categories _and meas^ures included in this Hand- 
book is intended. for routine recordkeeping and monitoring syste^^^ Others, 
"however, are conducive to special su^rveys. In addition, the library man- 
ager, may also require supplemental ^information to determine specific pi:ob- 



lem areas, activity analysis, arid* work measurement which are not addressed 

by thi$ Handbook * ' ' / • V( ^ o 

; Several J eveVs of detail in the data are presented, in this document. 



Ti^ese .varying revels are available to meet -^he needs* o^f . 'both the large 
and small library, and tO'acccimmodate the sophisticated data system ^is 
welLas the simple data- system. ^Similarly, the levels of detail .provide 
levels of aggregation suitable for national and <:tace*-lev€l: needs without^ 
destroying, the -integrity or ^validity of reportad data. .\ 

Basic Defini tions • • - * \ i 

;/ In order- to fulil-y under&^tand fhe scope pf. the Handbook , it is "useful 
;W assign some'basic^definitiohs to the cbncept^f a library anci, t:hF.' types ' 



of libraries addressed by the Handbook . \, A library is defined as .any unit 

meeting the following qualifications:. (1) it maintains and controlsj an 

, ■ ■ . .',•!'' • ■ ' . •,- , ' < \ ■' 

organized collection of printed materials, other graphic materials .and/br. 

nonpri nt medi a ; ' .(2 ) i t provi des a regyl ar staf f i ng level i n_ which the 

primary function of this staffs is to provide material^, facimat'e the use 

■ - . , / ; -I 

of the collection, and" deliver information serv.itesvto meet the ipfbrma-' 
tional , educational , or recreational ^needs of its clientele; and, (3) fit> 
maintains an established recurrent schedule in which services of , the staff ^ 
are available to the uni-t'^' clientele / Those organizations serving dual - 
roles as ^igencies and as libraries , /such as national libraries and sta^-e- 

. • : . : ^1 ' ./. . ■ '■ ■ ■ ;\ • ° 

'library agencies", should^consider this Handbook to the extent that such 

agencies serve' as libraries-. ^Agency^ functions such as grants and contracts 

' admini strati on=, consul ting, /and -governance of other libraries are not ' 

/ \ " ' j 

considered in this Handbook . ' , I , 

Types of librarife^-racademic; public, school , and speciral— are larg'ely 



^iefined by missionOnsti-.tutional setting, and, target populations. In ' 
some cases (for example-, special libraries serving academic institutions), 
classification is difficiilti For some purposes; it .is useful to describe 
these mui'ti-type libraries in one manner, and for other purposes,' it is 
equally usefi*! to group these li brakes in another category. This flexi-- 

'bility is necessary to al.low for diverse comparisons, and to ^llow^for ,^ 
differing stratification. This approach recommends a certain Vmouht of \ 

/^elf-determi nation by the library 'in describing ftself; however A these 
multi -type" libraries "should be aware thfit for reporting purposes ,\deter- 
mination shoulgl be based on the requestor's 'needs, and such libraries ^ 
should report accordingly. Thus," for example, while a special J^ibrary 
serving an .academic -institution may consider itself a special library, it 



is iancouraged that such libraries report *as part of the academic library 
in the NXES Higher Education Genefa^l Information Survey. The folVowing 
definitions should be viewed in . light of these constraints and flexibil- 
ities. . 

An academic library or library serving a postsecondarv educational 
'Institution is considered to be a lib^^ary forming an integral parfc^of a 
college, university, or other academic institution for postsecondary 
education, organized and administered to meet the needs of students and. 
faculty of the institution or of a portion of that institution. 

A p ublic library is defined as. a library that serves all residents of 
a given community, district, or region, and receives its financial support, 
in whole or part, from public funds. Public libraries make their basic 
collections and basic services available to the primary population served, 
without additional charges to individual users. Products and services 
^bove the library*s : asic services may or may not be provided to tlie pub-, 
lie on a cost-recovery or .fee basis. Individual charges may be assessed 
'from library users outside the primary target population of the library. 
In addition to- the tax-supported municipal, county, and regional public 
libraries, this definition includes privately- and Federally-controlled 
libraries which render, without charge, general library services* to the 
conmiunity. 

A school library or school media center is defined as a library which, 
as part of its primary mission, ^supports the curricula needs of, and pro- 
vides its collection, related equipment, and the services of a staff to, 
students,' teachers, and affiliated staff of an elementary; secondary, or 
combined school.- , ; \ 



. ' .. ' . -8- . ., . 

V 

A speci'gtl library is considered to be a library in a business firm, 
professional group or association, government agency, or other organized 
gro,Mp,, and which does not meet the criteria for an academic, public, or- 
school library-, or a library which is maintained by a parent organization 
to serve a specialized clientele, This category includes independent 
special libraries and special libraries serving ppstsecondary educational 
institutions, corporate organizations. Federal, state, and local agencies, ■ 
and other groups. - 

Traditionally, the Federal, library community has been viewed as a •■ 
•unique library type requiring a special subset of data applicable to these, 
libraries. Intruth, the Federal library community is a microcosm of the 
library community in general. That is., Federal libraries include special, 
school, public, and academic libraries. The only distinguishing factors 
are sources of funding; type of 'control , categories of personnel, procedural 
differences, and the unique responsibilities of national libraries. These 
assumptions about the majority of Federal libraries have led to the incor- 
poration- of Federal Libraries as subtypes of the major library categories 
defined above. Thus, Federal' libraries are not considered separately from 
other types -of library in this . Handbook . ' , 

Similarly, state libraries have not been addressed separately from 
other- special libraries in this Handbook . A state library is defined as 
a library maintained by state funds, which preserves the state records and 
provides books fqr use of state officials, books relating to the history _ 
of the'state, books published by authors living in the, state, and/or news- 
papers published in the state. In many states, - state librar^y may provide 
a collection to-^meet. any, resident's needs for books and information. A. 
state library is distinguished from a state library agency, which is a 



state organization existing to extend and improve library services in the' 
state.. ' 

The reader should note rhat both the special library and school library 
components of thif, Handbook are recent developments. The data sets and 
descriptions relevant to these two library sectors should be considered 
evolutionary' requiring extensive review and interpretation by the library 
community itself. 

Areas of Necessary Future Research and Development ' 

The Handbook represents two years of effort in developing an infor- 
mation base to address library management information, to facilitate in- 
formation exchange among libraries, and to form a-basis for reporting to 
external agencies and organizations. However, continued efforts in fur- 
thering the concepts and evolving measures of library service are required. 
These considerations are providad to the reader in an attempt to raise the 
awareness of the limitations of the Handbook and of the need for continued 
adaptation of the concepts and structure which are presented. 

Ambng the most basic areas to further be explored are: implementation; 
testing of school ajnd ^special library components^ the measurement of re- 
source sharing and networking; the agency roles of state and national 
libraries; and the development of adequate performance and outcome measures 
of libj(;;ary services. 

In order to meet the objectives of the Handbook , implementation of 
the concepts, terminology, and definitions at all levels is required. 
However, implementation assumes f,:onsiderable activity beyond simple intro- 
duction of the Handbook . Because of the broad audience of the Handbook , 
it is necessary to tailor these products to meet the specific requirements 



of any single setting or purpose. .Thus, implementation requires efforts 
on the part of the library community to evaluate and adapt the products. 

Further, this diversity underlines the need to identify specific 
interest groups within.. the library community— e.g. , school libraries, 
corporate libraries,. medical libraries, large research libraries— and to 
highlight, the applications of the Handbook as wsll as to tailor the con- 
cepts to these settings. This will require testing the Handbook in these 
settings and adapting many of the concepts to meet the needs of these 
settings. 

The measurement and inclusion of resource sharing,-cooperative. acti- 
vfties, and networking (as these affect libraries) are of particular im- 
portance.^ Perceptions of access and availability of information resources 
have^been challenged by new technologies and networking. These innovations 
need to be accommodated with new measures. During the development of this 
Handbook , efforts in the measurement of network services^^nd resource * 
access were being conducted on behalf of the National Center for j! 'ation 
Statistics by. Value.. Engineering, Incorporated. It is hoped that their 

findings and recommendations, upon availability, will be incorporated into. 

.\ • ' ■ , - • - 

a-, later version of this Handbook . 

Similarly, the concepts of the Handbook and the related terminology 
require further expansion to accommodate the agency roles performed by 
many libraries. This includes not only national and state libraries, but 
also system libraries and networks.. .Of equal concern are the functions 
assumed by systems or network headquarters which were once assumed by the 
individual library. For example, accounting for centralized acquisiti^sns , 
rotating collections, and systenrwide consultants is difficult.- Until 
these"lssuesl3fnc:ooperatTve -services have been_resol ved,_jt is necessary 



to- understand the potential -for inconsistency in reporting and recording 
information about such' functions/ To the extent possible, those libraries 
participating in, or conducting cooperative endeavors, should maintann, 
consistency in reporting information. In the future, it is hoped that 
iTiethodologies will be developed to standardize the reporting of data about 
cooperatibn. 

Finally, while the Handbook provides limited measurement of perfor- 
mance and outcome of library services, there is still significant need for 
further development of these concepts and their relevant .neasures. The 
library manager requires measures of the success of the library and of th.e 
impact (results) of library service upon the constituency and relatiy^e to 
the mission of the library. It is, therefore, stilT necessary to continue' 
efforts which are supportive of the administrator's responsibility to 
improve the library's performance, and to the extent possible, to enhance 
the impact of library services. 

C. METHODOLOGY AND DEVELOPMENTAL PROCESSES: 
Background 

The structure and terminology presented in this Handbook are the 
results of an evolutionary procefiS built upon developments within the 
library community itself, as well a^ concurrent developments in education, 
public administration, and elsewhere. Several library-related endeavors 
which contributed significantly to this Handbook need to be emphasized: ^ 
The/American Library Association (ALA) Library Statistics: A Handbook of 
Con'cepts, Definitions, and Terminology (1966); the work of Robert Frase and 
mejibers of the ALA and other professional organizations' statistics com- 
mittees in the revision of the ALA Handbook ; the American National Stan- 
datds Institute (ANSI) Z39.7 subcommittee on the revision to the 1968 ANSI 
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Z39. 7 Standard on library statistics; the research and developmental work 
of Vernon E. Palmour,. F. W. Lanciaster, Ellen Altman, Ernest De Prospo, 
Paul Kantor, and others in the field of measurement of library services; 

\the findings' of Glyn Evans, Mary Bielby, Duane Webster, -anQ Jeffrey Gardner 
inxcollection' assessment; the many efforts invested in the National Center 
for Eciucation Statistics Library General Information Survey; international 

"and national standards of 'library statistics; the library management data 
base development of the National Center for Higher Education Management 
Systems (NCHEMS); and many other progressive studies and products through- 
out the library. community. It is anticipated that this evolutionary pro- 
cess will continue to enhance library management. 

Advisory Mechanisms Eir.ployed ip the Handbook Development * , 

V^Three formal review groups were established for the development of 
the Handbook . Each group represented a significantly different perspec- 
tive, iVicluding the management information needs of the special library 
community, information requirements of Federal agencies and organizations, 
and the information needi> of school , special, academic, state, -and public 
libraries. This Handbook represents the contributions of representatives 
from': the National Center for Education Statistics; "the-. National ComjiRssion 
for Libraries and Infonnation Sciences; the Office of Libraries and Learn- 
ing Resources; the Special Libraries Association; the Public Library, Asso- 
ciation; the American Association of School Librarians; the , Association 
of Colleges and Research Libraries; the Chief Officers of State Library 
Agencies; the statisfics committees or coordinators of the Medical Li- 
braries Associatioji, the American Association of Law Libraries, the Special 
Libraries Association, and the American Library Association; the National 
Agricurtural Library; the, National Library of Medicine; 'the library of ■ 



Congress; the Federal Library Committee; the Library Management Division . 

of the Speciil Libraries Association; the Department of Commerce; and, the 

• • ■ 1_ ■ • 

Department of the 'Army. Representatives ^re listed in the acknowledgments 
to. this Handbook * . . 

the forerunner to this Handbook— the Library Statistical. Data Base, 
developed by the National Center for, Higher Education Management Systems— 
focu|ed upon management issues in academi^c and public libraries.- During 
this earlier development, the advisory group represented the Association , 
of State Library Agencies, the Association! of Research Libraries Office 
of Management Studies, the Public Library Association, the Statistics 
Coordinating Committee of the American Library Association (ALA), the ALA 
Office of Research, the National Center for Education Statistics, and the 
Western Council of State Library Agencies, Members of th\s advisory group 
have continued in an advisory capacity to the Handbook project. These 
persons ^re also listed in the acknowledgments. \ 

In additic:^. to the formal advisory mechanisms outlined above, a num- 
ber of informal channels of communications were established throughout the 
development. These informal liaisons include representatives of publishing 
interests, media producers, members of the statistics committees of the 
American .Library Association, Medical Libraries Association, Special Li- 
braries Association, and American Association of Law. Libraries i interviews 
with the staffs of the Office of .Librar^'.es and Learning Resources and the 
White House Conference on Libraries and Information Sciences PI a fining 
Office; and other persons interested in the development. To the extent 
possiJ)le, field review copies were issued to persons working the field of 
library research, statist'! s, and other related subjects. While* ideally ' 
the entire library community would have the opportunity to examine, com- 
ment,' and evaluate the Handbook in advance of publication, time and cost ^ 



constraints prohibit such an approach. -Instead, it is hoped that the 
library community will continue to improve the concepts and detail of 
this Handbook over. time. • . ' > " 

Evaluation of the Structure and Terminology 

the contents' of this Handbook have been forifia.Vly tested in the aca- 
. demic library community, and informally tested in the public library com- 
munity. In order to demonstrate and evaluate the data- ba'se. structure, the 
system of informatidn-w^ State Colleges— East 

Stroudsburg State College., Indiana University of Pennsylvania, Lock Haven 
State College, Mansfield State College, and Shipperisburg State College. 
The primary purposes of this' pilot test were to determine the feasibility 
and utility- of data collection recommended by the Handbook , the- level of 
sophistication existing in current data systems, the degree of di f nci.'.'(ty 
in -introducing the structure and terminology -into existing data systems, 

and the areas of the information structure recommended in the Handbook 

« • ^ 
v/hich required further improvement. This test was conducted in conjunction 

with the development of a management data ba^e perf ormed b> the, National 
Center for Higher Education Mar^agement Systems- (NCHEMS)', Full documenta- 
tion of this test is available from NCHEMS or from the Educational Resources 
Information Clearinghcrse (ERIC), and^ is entitled Pilot Test, and .Demonstrar 
tion of the LibVa,ry Statistical Data Base (NCHLMS, 1977), The general , 
finding of the dilot test was that the structure and terminology repre- 
sented a valuable and necessary management tool for library decisionmaking. 

The public library component was tested in conjunction with the iden- 
tification of state-level information heeds. The Colorado State Library , 

and the Colorado Public Library Guidelines Committee (representing system j 

\ ' - ' ' ■ .' ■ ^ " . • ' 

libraries, rural libraries, metropolitan libraries, and so forth) assisted 

20 , • k- 



in- review of the structure and terminology employed within this Hand- 
book . Largely, the focus of this examination was upon the Colorado Survey 
of Public Libraries conducted by the state library agency. The survey 
serves a number of roles: a commun^i cations mechanism between public li- 
braries and the State Library Agency, a reflection of levels of service 
throughout the state, a suggestive mechanism employed by state Ti braries 

^Indicating services or resources that a' library should consider irii its 
development, a, funding and expenditure guide to public library service 
T6vels in order to indicate what (if any) iatervention' the state library 
should be taking, and a basis for planning programs to enhance library ^ 
service in the state. The audience of the state survey are members of 
th« State library and the public "library ccmmunities. For this reason, 
it was important to weigh equally .the perceived information needs of both 
communities. , ; \ • ' 

Both state library personnel and public library personnel evaluated 
a draft of a proposed survey -instrument developed in conjunction with the; 
Handbook and which is based upoh the categories and definitions represented 
herein; These data were evalu^ated on the basis of the yaTue of the infor- 
mation, the difficulty in obtaining the data required, the cost of s;jch 
data collection, and the current availability of. these data. As a result, 
many of the categories and related definitions were modified to accommo- 
date the findings of this* test. - . " ' 

A review of the forerunner publication-- L1brary Statistical Oata 
Base: Formats and Definitions— provided by the American Library Associa- 
tion Reference Statistics Committee, evidenced that categories of refer- 
ence transaction prigihally employed might be inappropriate to the 

'measurement of/ iufo^^^ In order to identify more clearly 



and to rectify any flaws in the depiction of information/services, memt/ers 
of this Gonimittee (representing public, academic, and , state libraries) 
voluntarily tested the reference component presently' incorporated into 
the Handbook and made recommendations for its improvement. The duration 
of the test was a one week period it. the convenience of the participating 
library; fT;om this test, several revisions djnd refinements to the termi-/ 
nolt)gy, definitions, and structure of the Reference component were made. 

Although the structure of information has now thus be^n tested, for- 
mally within the academic library community and informally within the : 
public library community, further testing' is recomi^iended prior to imple- 
mentation and adoption of the System in all. settings-. The school and' 
special library components were not tested fpriTially during the course of ; 
the Handbook development. -However, the terminology and structure were 
generally reviewed within the' library community,,. and are believed to be 
useful in school and special library settings^ ; ' 

Survey of Library Data Collection Endeavors 

As a part of the Handbook development,' current data- collection efforts 
were surveyed. This included data collection efforts conducted by state- 
level agencies, p\'ofessional associations,- Federal agencieV, and other 
b.-ganizatioris. The intent of this survey was to updat? the Inventory of . 
Library Statistics Practices (1972) prepared by Herner and Company for , 
the National. Center for Education Statistics. The purposes of this update 
weVe to isolate commort data requirements' of agehcies; to examine the levels 
of aggregation appropriate to state and Federal level information .needs; 
and to determine the potential for compatibility between l^hese various 
levels, of data collection- Ideallyi, it is hoped that the Handbook will 
■ serve 'as a framewark: into which these diverse data requirjements pan be , 



folded. The survey of 176 agencies and oVganizationis indicated that the 
Ifivel of data collected, the /'quality" of the resulting information, an^ 
the eventual uses* of these data varied significjantly.. Collection resources 
personnel, and expenditures were common to, the majority of surveys. How-^ 
ever, descriptors of therj varied widely from extensively- to minimcilly- 
^.detail^d^^ategories. Many of. the data collection. efforts are moving ^ 
'.towards models set by the National Center for Education Statistics. 

D. OUTLINE OF THE. HANDBOOK' , ■ . " •• . 

■ Tf".. * 

The intended uses of tliis Handbook are discussed in Chapter 11. That 
ch^er outlines the roles of the 1 ibrary manager, of informatio:^ exchange, 

and of external reporting requirements in defining the 'types of data and 

\ "... 
the conceptual framework, presented in the Handbook . " Fundamental^ to the 

types'of data discussed in .the Handbook is the structure of information 

desci*fbed in Chapters III and IV? ^This^ structure frames the categories of 

.information and outlines the types of measures useful in library manage- 

ment. This conceptual framework^ presents a guide to evaluating servtces, 

l^rograms, and resources', and outlines tne relationships^ of these to the 

outcomes of the library. Chapter III further provides guidance to the 

types of measures (data combinations) useful in management, planning, 

'pplicymakingjv and ..evaluation. The classification detailed in Chapter IV 

is intended toVprovide substance to the structure. Chapter V outlines 'the 

general principTes of. data collect!^ provided by the American National , 

"Standards' Institute (ANSI) Z39. Subcomiaittee on. Library 

the problems ^associated with recording and reporting information; and 

alternative presentations of data about programs. Finally, the termiriolggy 

employed is deYined.in the Glossary* appearing* at the end of the Handbook . 
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' ■ ■ " • USES OF THE HANDBOOK 

«■ r' k ■ . * , ' . 

• V • •• . • " ' 

'■' ' . • ' ■ * J o .. 

/ • \ ; ' , ■ 

A. THE NATURE OF -HANDBOOK USE ! ; " • . \ • ' 

While it is not possible to predict or to enumerate every use of this 
Handbook , the following sections are intended as a guide to the reader on 
the ranges of- use and the. conditions which have fosteredHhe rieed >for a 
Standard terminology-^and a consistent approach to information about li-' . 
braries. Il/ is necessary,. to understand the "underlying reasons for the 
increased need on the part of m&ny individuals and entities in the library 
and related communities' for improved information. . Furthrar, the following 
sections ali:o underline the role which the Handbook is intended to play^ 
in the raprdly changing; crlimate surrounding the library comniunityc 

As autlined in'^^ha'pter I, the Handbook identifies^ a set of informa- 
tioh basic to management and planning, facilitates information axchange 
among llbrariesV.'ancl provides a common language for external reporting 
requir'ements. TR^se" types f of- ^ purposes , and the related data 

uses indicated by these pfiirposes determine the ^structure and approach used 
m this Handbook. , " ^ 



. *The Handbook is not a panacea for the problems' that confront modern- 
day library management. Instead it is a first step towards/the improve? 
mentjpf access ta a spectrum of standardized information about the library 
and its ^nviroopient. 



8. INTERNAL MANAGEMENT AND PLANNING ' 

Several^ distinct but related conditions have combined to create a 



demand by library managers for improved informatioj;) about the programs 
and resources of the library.; On the one hand, certain 'conditions— many 



of which have economic concerns- at thei'r root— serve to focus on ^f forts . ■ 

to jmprove n^na^ement and decisbrimaking w,ithin the individual, library. • 

As financial resources. beconje -increasingly difficult to |c.qui re and as 

■*■■■' ' ' '^ • . , . 

inflaf on, diminishes the purchasing power gf those funds that are- obtained, 

library manage:rs are faced with- difficult decisions regarding allocation .. 

and: utilization qf resources. At the' same time, other conditions^-m&ny of 

which derive' from changing Vesource al location and oversight practices of 

library fuqders— are creating requiremants for library admini*^trators to 

demonstrate both efficiency |n the use. of resources and organization&i 

effec.tiveaessr Growing limitations on resources available to ^library \ 

funders and increased concerns with accountability have cree'-ed;an erivirdn- 



ment in which, the ability to ! provide -linformation about the library and its 
programs to^ponsors is 'crucial to the vitality and viability of the library 
The nature' of tl^fese demands requires improved information about, the 

i - > . 

operations'^ and reso'jrces of the libra^r^y and tnore sophisticated means of . 
determining \he impact- of decisions upon present and future library ser- 
vices. 'Th^se circumstances further, emphasize, the *need for measures of 
success and efficacy qf the library.* ] In the past, assumptions about- the • 
need for, and. the value of, library ^ervices sufficed-.as justification of 
library operations arid as ^emonstrattonXof library- effectiveness. These , 
assumptions are no lonqar valid fourjdations for funding decisions and 
lcc(^untability. '.Yhus,:t)ie library manager' 1s confronted with increasing • 

obliqat-ions to evidence library effjectiveness in* meeting the heeds of its- 

- - ■ . r ' ■ . , - ' 

constitUenoy and-.Iibrary success iij fulfilling its mis^'on. - .; - 

V. Clearly, demands for, and uses ,o,f , management information are depen- 

-• dent upon the environme-ht and needs of the individual library. .Each library 

has internal and external reporting requTrements and constraints. The 



^inevitability of the uniqueness of these organizational structures is \^ 
recogniz|d. The library manager needs to identify the data sets within 
the Handbo ok which, have sufficient links to problemsolvirig needs, and 
which meet the pragmatic goals of management to warrant data collection. ' 
Therefore,' il Ts- anticipated tnati the data sets presented here will:,.take^^ 
the form of a starting point--ra. prototype—from which modification will 
necessarily be made to accomrnodate the specific needs of' the individual ^ 
library:- While the Handbook is not intended to sup.Dlant exi sting-manage- 
ment inforaation systemsT^the'^structure and terminology can._ supplement 

these systems or act as a basis in developing systems. ; ( ^ 

' - ' *' ■ i"' . ^' ' 

C, INFORMATION. EXCHANGE 

^ Jinformation exchange is fundamentally communication between- libraries 
Such Qommuni cation fosters. awareness of the activities of other libraries, 
understanding of the issues and problem:-; facing libraries, cind identifi- 
cation of commonalities, among libraries. ' Additionally, and es outlined 
earlier, access to comparative inforii^ati op about library operations, 
resources and effectiveness is crucial to the administrator/s need for | 
evaluative data; Jhe performance of the library has been identified as - 
^ relative to that of other libraries or to that of -fhe^ library ^4^lf his- 
V torically; The need for these comparative data serves td underscore the - 
value of information exchange among libraries.- ' ./ 

Information exchange presupposeivavailable mechanisms whereby ibne c. 
library can communicate with others. „ ■^ypical ly, formal mechanisms of 
information exchange are sponsored by governmental agencies or. by pro- 
fessional societies. However, a series of infomial information exchange 
mechanisms is also supported by groups of libraries which have sufficient 
commonaliti.es to make communications mutually beneficial. While-anything 



can be^ompared.as' long as dimensions are exp-l-icit, it is important to 
understand that^comparisons should be founded upon siipilarities in en- 
vironment, mission, size, target population,- and so forth. No single 
factor i? advocated for determining the classification of libraries for 
purposes cf coraparispn; this is largely left^ to libraries selecting coun- 
terparts in other settings. This strategy is suggested by the fact that 
criteria for comparability differ depending on the types of comparison 
desired. Thus, for example, under certain circumstances, -the clientele 
of the library may be the most important factor to explore; for others, 
size of collection and acquisition rates are appropriate; and so forth. 

-However, even within carefully-defined categories of library infor- 
mation and homogeneous groups of libraries, data may not be completely 
comparable. For. example, some parent organizations apportion overhead 
costs, to operating units, including the library, and others do not. In 
order -to compare library data, then, it is necessary' to identify and 
correct for these discrepancies. The -Handbook cannot eliminate nor 
identify each of these possible variances in internal reporting systems; 
however, it is essential that libraries exchanging information be aware 
of any differences in the data reported by participating libraries. 

As a cautionary note, many libraries in the private sector are • 
prevented from total disclosure of data due to regulations of the parent 
organization regarding information. The library manager should be aware 
of these coristraints and selectively use those elements which.do not 
disclose proprietary or security information of the organization. 

- '■ * 

L REPORTING REQ:iJIREMENTS AMONG LIBRARIES 
Overview of Report i ng Requirements, among Libraries 

The external reporting requirements of the library community are 
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primarily defined by the information needs and the data collection acti- 
vities of three types of organizations. These include: (1) state-level 
information needs jsind state agency reporting; (2) Federal-level informa- 
tion needs and Federal agency reporting; and (3) professional association 
and accrediting agency' information ndeds. In addition to these external 
reporting 'requirements, the library must respond to the informiation demands 
of its parent' organization or administration and intermediary governmental ' 
units (e.g., counties, regions) and* may be involved in formal ,jand informal- 
infonnation e;^change arrangements. The variety and complexity of these 

- c 

organizational and intermediary governmental Information needs prevent 
the identification of any single appropriate data set. Instead this Hand- 
Book forwards a data structure that should provide a broad,, generalized 
basis from which the necessary elements can be selected. 

In many situations, external reporting requirements dictate the 
^majority of the data collected by the individual library. Thus, it is 
important to any structure, of information that the external as well as' the 
internal data collection needs be considered! The data elements included 
in this Handbook encompass the types of information useful for responding 
to the National Center for Education Statistics Library General- .Informa- 
tion survey (LliBGIS); state library surveys of the libraries in the/5d 
states; the Association of Research Libraries (ARL) survey of^mber 
libraries; the American 'Association of Law Libraries (AALL)' surveys of 
law libraries; the Medical Library AssociatiolN,(MLA)/survey of medical 
libraries; and the Special Libraries Association (SLA) survey of its 
■members. To the extent possible, standards for libraries, criteria of 
accreditation agencies, and Federal programmatic data requirements have 
also been included. . . 



It is important to isolate the data requirements that are most 
necessary and important to meet the needs of ^hese various levels of data 
collection. In order to focus attention upon these requirements, the 
■following set of questions was addressed: For what purposes arei data 
regarding libraries or library service used at these levels? What mea- . 
sure's of library services or library resources are apiiropriate to meet 
these purposes. To what extent and in what manner are these information 
needs, presently met? ' 
• Several purposes of such data immediately surface: 

e determination of the "health" of library serv-ice in the U.S., 

9 Federal and state legislation, ^ ^ 

t Federal and state funding and resource allocation, 

0 Utilization- Of library services and unmet information needs of 
the population, 

0 library support necessary for cormnunities and educational insti- 
^ ^.tutions, . ' ^ , ■ 

' .e planning for future information needs of the population, 

• planning for resource sharing and networking, ^ . ' - 

9 performance measurement of library service'at present levels of 
funding, ^ 

e planning for improverrient and directions of library service, 

» I policy development, and ^ 

t promotion- ^' 

State-Level Reporting Issues ' ' . 

State-level Mnfdrmation needs and reporting issues vary with each 
state. The degree to which data are collected by state libraries, higher 
education commissions, or state boards of education is dependent upon 
organizational mandates, intended data uses, and the degree, to which these 
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agencies monitor the activities of the library. Generally, these data are' 
used for state planning, state funding, and state legislation. Such ef- 
forts may also serve as corranuni cations mechanisms between state and local 
levels and as comparative information sources for the library community. 
While state information needs arV necessari ly .disparate, ^there is signifi- • 
cant^eviderice that certain core data requirements are common to most states. 
Basic to these requirements are concerns with the type of constituencies 
served, the resources available and utilized, the level of service and • 
demand for these services, collection assets, personnel resources, and the 
identification of problem areas in the library community. At best it is 
hoped that the Handbook will guide states to collect similarly-defined 
data based on these identified informc 'ion needs. ' In so doing, this 

r 

Strategy will provide individual states with a basis for comparison with' 

other states and will provide individual libraries with mechanisms for 

comparison across states. 

Although many state library agencies collect information from academic 

and' special libraries wi.thin the state, the major data collection efforts 

are focused on public libraries. In addition to data for comparative pur- - 

poses, these surveys provide: ^ , 

' • information on the need, eligibility, and use of state funds 
and/or Federal monies administered or distributed by the state; 

• information supportive' of state' plans for extension or improve^ 
ment of library services, including networking and resource 
sharing; « . ' ^ 

t information on the effect of state, or Federal legislation on the 
public libraries or potential effects of proposed legislation; 

% information on the degree of compliance to state and Federal 
legislation such as affirmative action'or services and facilities 
for the blind or physically handicapped; and 

• location and- avail ability of librarians, libraries, and library 
services within the state. 
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Examples of types of data useful at the state 'level aye staffing and 
costing information at libraries, branches , and other service^utlets 
(including mobile units); income and expenditures per capita; Allocation 
of funds across budget categories; current population and projected popu- 
lation for' areas served by public libraries; measures of the availability 
and accessibility of library services; utilization of specific, services 
such as interU]jrary loan; and the role or effectiveness of established 
regional libraries vis-a-vis the state library and the local libraries. 

National Level Reporting Issues , 

Fundamental to , the need for data at all levels is the obligation of 
library leaders and library administrators to make well-informed manage- . 
ment decisions. This is critical at national levels, where/the" effects 
of decisionmaking have Wdesyrea'd implications for the library community, 
increasing emphasis at national levels; as within the library 'community 
itself, is being placed upon outcomes (impact), effectiveness, efficiency, 

^'and use of library services. Basic questions of impact are: Who are the 
target groups of library service? Who benefits from libraVy services? 

.^How well do such services meet the intended goals and-the needs of the 
audieace? What measurable progress has been made in the provision of 
library services? To what extent and to what outcome have Federal funding 
and legislation supported these services? 'What problem- or deficit areas 
require Federal attention and/or support? Simply stated, organizations 
at the national level, most particularly Federal agencies, require: (1) 
planning data; (2)"justific3tion and accountability data; (3) outcome and 

''user data; and (4) program management data. 

Planning, justification, and outcome data are overlapping.* These- 

. data'support the government's leadership . role in the library community. 



promotion of existing and new programs of library service, continued and 
new funding, needs assessment, and historical comparison. Such data can 
be summarized in the following questions: What impact will new programs 
and new technologies^ have upon library development? What impact have 
current Federal and'-dther national programs had upori'library development. : 
(e.g., increase in library use; » numbers and types of new library users, 
'increased f-^fficiency and effectiveness in the delivery of library services) 
What are the deficiencies in current library services (e.g., the differ- 
ences between existing services and standards for library services)? 

In the Federal government's support of 'innovation, data requirements 
rela-te to networking cooperation, encouragement of minority groups into 
the. library profession, and the identification and support of nlaw roles 
for the library ^('e.g., continuing education^ outreach programs). Equally 
important to this role is the identification of needs and an assessment 
of the current roTe of libraries and 1 ibrarianship, which serve to isolate 
the inadequacies of existing library services within the country. This . 
concept of substandard service has been. derived from the historical empha- 
sis upon the unserved. Until recently, the unserved were associated with 
rural populations in which library service was liruited. However, the 
concept has been expanded to include the underserved and those' persons 
who do not, or can not, avail- themsl eves- of existing services, such as 
the urban pobr or the institutionalized. Thus, this expanded concept 
requires consideration of the levels of service, levels of use, prediction 
of demand for library service, meeting the information needs of the public 
in nontraditional manners, and enhancing the library's traditional role as 
an information provider. 



Justification and accountability data.si^port Federal funding and 
legislative efforts directed at the library community. These data are 
ofien intimately tied to the outcome and impact data discussed earlier. 
-Fundamental data requirements for national and Federal justification and 
accountability are: (1) identification of the manner in which Federal 
monies' for libraries are deployed, (2) identification-pf target groups 
(i.e., intended beneficiaries) of Federal programs, (3) the identification 
of actual beneficiaries, (4) the degree to which goals and objectives of 
the programs- have been met, and (5) the anticfpated and^ actual outcomes 
of 'the program. Although it is relatively easy to trace Federal funding 
to the library recipient and to preestablish the nature of the target 
group, Y^emaining. measures of outc^e are largely undefined. Part of the 
problem rests in the lack of concrete measures of outcomes and the lack 
of criteria by which Federal or national programs can be evaluated on a 
.continuous basis. However, a crucial problem is the lack of standardized 
reporting about these programs or their influence at local and -state 
levels. 

Increasingly, emphasis on such nationwide issues as' copyright, net- , 
working, nationwi^de services prov,ided by national libraries and by service 
utilities, and Felleral funding programs have led to a new set of data 
concerns and needs at the national levels. Decision points associated 
with these developments include: cost-sharing among differing governmental- 
levels and^the public and private sectors (for example, who should pay and 
how much for interstate interlibrary loans) ; extension of data base access 
through organizations, national libraries, and vendors; formulae for. re-" 
source-sharing and last copy depositories; the effectiveness of Federal 
intervention (nationwide-and regionally) and the influence of Federal fund- 
ing upon the.-4ndividual library; and standards development. • 



The isolation of data which are supportive of these varied needs at 
national levels is difficult..,^ Key elements which meet these issues in- 
clude: dernographic and user data, staffing descriptors and levels,, collec- 
ti'on size and use, funding sources and levels, resource allocation and 
utilization; impact of library activity.,, standards xonforniance, facility 
levels and conditions, and extent of network or cooperative participation. 

E. ■■ IMPLEMENTATION OF THE HANDBOOK ■ ; ' 

Fundamental to the usefulness of this Handbook is the eventual 1m- • 
plementation of the recommended structure ami tetrminology within the 
library community. Several steps towards implementation are required: 
awareness, evaluation, tailoring the product to meet the needs of partic- 
ular audiences, and adoptioji and continued use- The disparate needs of 

the wide audiences of the H andbook preclude wholesale adoption of the 

■ ■ I •• ' ■ — '■ \ 

Handbook by an individual member of \the audience. Instead, the Handbook 
must be evaluated in the settings in whichM'ntroduction is intended; from 
this evaluatioh certain refinements to meet the--needs of the environment ' 
are,. necessary. Further, implementation of the Handbook requires planned 
change (.innovation) in the concepts, assumptions, and data products pres- 
ently existing in the library community. Such change' is best introduced 
in combination with a tempered plan that avoids disruption in current 
operations, respects the integrity of existing data systems, and diminishes 
the risks associated with change. Ideally, implementation should be 
initiated'by groups of libraries or organizattons representing such groups. 
This serves a two-fold purpose: (1) the reduction of costly duplication 
of implementation in individual libraries; and (2) the provision of a 
forum for inl'ormation exchange among libraries. In reality, however. 




implementation! will most likely result from data col lection endeavors by 
agencies aricl organizations at sstate and national' levels, 

- Several concerns associated with implementation, of the Handbook 
within the individual library need to be addressed. Constraints which 
the library manager needs to assess include the^ external reporting require- 
ments placed upon him by the parent institution., and by state. Federal, 
arid national data collection arms; the local data requirements for planning, 
resc-'.rce allocation, collection development criteria, facilities, and ex- 
pectiid. changes in the environment (e.g., changes in the .target population); 
acccdntability issues; and data collection burden. The latter concern. i^ 
of substantial importance to the library manager. Analysis of such con- 
"strariits as financial investment in data systems, personnel considerations 

in data collection, .and the requisite refinements to the Handbook has t'o 

>j ■ ■ 

be identified. j ' ' 



■ CHAPTER III : 

■ ^ . -DATA USES 

A. STRUCTURE OF INFORMATION 

An' analysis of .the data needs of library managers for both internal 

management' uses* and external coinnurii cations has .led to the conclusion that/ 

• ■ ' ' • ■ ' ' • , ' i! 

data about libraries must. encompass three distinct types. These data ' (/ 

. • ■ • ... . . ■ • . h 

describe: the environment of the library (i.e., the. setting, relation- 'jj^ 

. ■ • ' ■ ' ' * - 7/' 

ships, internal structure, and target groups of the library)/ the resouif^ces 

■ ' ■ ^' ' '//■ ' 

of the library (i.e., what a library has), and the programs of the libirary 

:"(i-e., what a library does). // 

' Thb^^ first series of data— environment of the library—describes /the. 

setting in which the library resjdes^. (e.g. , parent, organization, coiranumty , 

and*so forth), -the relationships maintained^ the library (e.g., ^'o the 

parent organization, to the constituency, to other libraries to founders, 

and so forth), and the characteristics of the intended beneficiar/ies or 

users of the library (i.e., thetarget group, which the library i^ intended 

to serve). 

^he second type of data describes the broad resources of the library. 
* These resources serve, to define what a library has. The collection is the 
most obvious of these resources'. The relative importance of the collec- 
tion is apparent in the widespread, reporting and use of data about acqui- 
sitions, coTlection size^ and collection value. While .collection meaisures 
are 'of significant: concern, other kinds, of resources are also crucial in 
describing the overall Tibrary and its services. These other resource, 
categories are finahqial, personnel, and facility measures. These re-^^^ , 
sources combine to suggest the capability of the library to carry out its 
programs- - - . : 
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The third major type of data useful to the library managei describes' 
what a library does (i.e., the progranmati6 activities or functions of 
the library). This type of data identifies the strategies or activities 
carried out by the library Mn order to' accomplish desired outcomes or 
results. Descriptors, of these programs Rr|)yide information about the ■ 
purposes or objectives of each program, the resburces required or expended- 
to carry out these activities, the methods or levels of activities con- 
ducted as part of -each program* the beneficiaries of these programs (i.e., 
users) and the outcomes or results realized by these programs. 

Figure 1 sunmarizes this information structure as employed in the 
Ha ndbook . The figure underlines the relationships.. among these types cf 
data. - Chapter IV details the structure more fully and discu5>es each of 
the components individually. 

B. INFORMATION EXCHANGE AND MANAGEMENT 

As indicated'in Chapter II, information excha'nge is crucial to man- 
agement decisionmaking. Present data-gathering by libraries and library- 
related organizations stresses the level of resources available to li- 
braries. These are the resources and related data indicated in Figure 1. 
However i this Ijandbook i s des i gned to emphasize also the increasingly • 
recognized importance of the use of finarfcial, personnel, and facility 
resource uti-lizati on in the programs of the'library. This structure 
outlined in the preceding chapter allows the manager or group of man^r ' 
agers to link various components together in order to assist in the 
evaluation of library operations. It is/difficult to discuss these types 
of data use in the abstract. For the most part these data uses^may be 
. segregated according to purpose— communications (information to .relay to 
■ another) and internal management alid planning. While data necessary for 
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conmuni cations is irore easi'Vy isolated by determin^^ 
■ ' '': requj renients placed upon the individual library by local , state, and •• • 
-national sources, the latter— data for internal management and ^planning-- ^ 
is unique to the types of decisions and perspective of the library ; 
• administrator. Thus, data combinations, necessary for decisionmaking are . 

impossible' to enumerate. Acknowledging the impractical ity of isolating ' " '', 
' .precise data "uses and data, combinations for these settlings,, it is worth- • 

while to isolate- a number of general types of measures commonly used in,' 
. evaluation. Analyses of efffciency and effectiveness, for example, are • ' 

possible using combinations of the 'vacious' measures represented in the . 

■ structure. ' ' . ■ , ' ' 

■ ~ For example,^ at the beginning of eadh, planning, period, the library 
. manager allocates available* resources across programmatic functions in . 
" order to produce certain activities, and generate specific -outcomes. 
• Ostensibly., these/ resources can be^ considered the capacity of .the library ^ 
for activities and outcomes. At the end of. the p.lanni.ng period, the. 
library manager may evaluate the actual results of tfiese decisions against 
- the anticipated results.. Figure 2 represents one way. of looking at this 
evaluation process. Tracing resources into activities and outcomes pro- 
v1des measures of "resource-efficiency," "resource-effectiveness," and 

' "activity-effectiveness" either on the, basis of planned results or actual • 
results. .On the other hand, mapping planned resources- and planned acti- 
vities against actual resources and activities provides measures of 
performance. Finally, the evaluation of "outcomes (planned versus rea- 
lized) offers a measure of goal "cichievement. • 

The question of interpretation of these measures is not trivial. 
The reader is cautioned" to reflect upfon the implications of resource 

"' ■ . . ■ . 40 ^ ' ^ ■ ' • 

o • - . ■ ■ - . . ' • . ' . . . 
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efficiency. Efficiency does not measure the quality of li'braryXseryices, 
nor does it necessarily reflect upon performance. <Xn, recent- y^ars, the 
concentration upon efficiency has led to V concomi^a^jtlLlnd^^ 
performance, effectiveness, .and outcomes of the library. The library 
manager should place measures. of efficiency in perspective, understanding 
the important distinctions among outcomes, effectiveness, and efficiency. 

In addition to the applications and uses associated with efficiency 
and effectiveness, there are several others that could be made. The 
data contained in the system ol\^nformation can be used in independent " 
"bits and pieces" that describe the library's. activities. In many spe- 
cific ways it also supports the individual reporting' requirements of the 
library to local, state, and national levels. Although other concrete^ 
uses have yet to be detailed, there is deliberately a significant amount 
of flexibility within the data base to accommodate the individual needs 
of the library manager. 

Finally, there are several summary points regarding the use of data 
for management and planning which need to be made. This management- in- 
formation system contains a limited set of data elements.' It is impossib 
and impractical to include all the data a manager could need for a variety 
of purposes. The manager can best meet these additional needs through 
the use of special studies , --.which supplement and build ujDon the defini- 
tions and categories of the HandSookT ^ 

C. 'STATE-LEVEL AND NATIONAL-LEVEL ISSUES 

As underlined earlier, both state and national data collection 
endeavors serve dual purposes. The primary purpose of these efforts is 
to meet the information needs of these various levels. Secondarily, these 
data collection activities meet the information exchange and comparison 
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need^ of the library community.- This secondary purpose underscores the 
urgency for the use of common categories of information and terminology 

' across states and on national levels. Such compatibility allows libraries 
to compare themselves with similar libraries in other geographic regions 
and enhances comparisons'. among regions and states. -Moreover, $he use of 
similarly-defined and mutually exclusive data categories at thesfe levels 
will ensure the accuracy of additive data (e.g., total library resources, 
total resource utilization). : - 

Keeping in mind the reporting issues raised and the structure of 
information^ outlined in earlier sections, the following types of infor- 
mation were identified by members of the library community as 'appropriate 
to Federal and state surveys. The information'^ needs of" county and other 
intermediate agencies and organizations should also be acknowledged. 
Generally, such information needs are a subset of internal management 
information needs and more detailed than those of state and Federal sources 
Due to> the variances in these needs among regions, no attempt has been 
made here to identify each information requirement. However, the sets 
of information identified as useful to the library manager and to state \ 
and Federal administrators should provide a sufficient basis for identi- 
fying the needs of these intermediate governmental and other levels. 

At the state and national levels, information about personnel, 
collection, facility resources, and resource utilization is related to 
several current issues facing libraries: networking and resource sharing, 
resource and service adequacy, enhancement of resources, and legal re- 
quirements (e.g., copyright, affirmative action, and so forth). 

Examining collection resources, the state or Federal planner needs 

V "do know^the amounts of collection resources available locally, within 




the. state-, and within the nation; the rel ationships^ between loc^l collec- 
tion resources ar^ resources available elsewhere; the distribution of 
these collectipn resources across geographical areas; the "value" of 
these resources locally, statewide, and nationally; and the life expec- 
tancy (currency of interest) of these collection resources. Such infor- 
mation needs to be collected uniformly by state and Federal organizations. 

Issues of planning for collection resources (e.g., shelf space and 
floor space utilized); duplication. of titles within, a collection not 
traceable to the utility of the collection; or condition of the collec- 
tion (e.g., binding requirements, replacement, and Weeding rates) are 
generally not of significance at state and Federal levels. However, 
such information does provide comparative data for libraries. A major 
concern at the state level is that current collection measures do not 
sufficiently map into a measure of effectiveness or adequacy of these 
resources. Nor are volume or title counts adequate measures of collection 
resources for network planning without some related factor of unique titles 
and collection overlap among groups ^f libraries. For this reason, some 
consideration is given here to the desirability of data on topical areas 
covered by Collections within state-level information bases. 

Information on financial resources and utilization that is required 
at the Federal and state levels includes: source of income (who pays?); 
laveis of funding, (how much?);"and the effectiveness of funding levels 
and funding allocations. While the first two categories are straight- 
forward, the third is problematic. The effe(jtiveness of funding is ■ ■ 
measured by the allocation of funds (what uses) and the outcomes (results) 
of this funding. At the national • level , allocation is based on the funds 
deployed for the following: collection resources; capital or buildings; 
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salaries; binding and rebinding; and other categories. While this 
information is useful, program expenditures (what services cost and who 
pays) are not included. -This information would be va 
evaluation of Federal and state funding programs. 

Personnel resources and utilization are increasi 



luable to the 



ngly of ^ concern to 

Jederal and state agencies. Affirmative action, shrinking labor markets, 
and controversy over professionalism within the library community have 
fostered this growing emphasis. .Data on racial/ethnjc status, educa-/ 
tional background, salary ranges, and sex of personnel typically meet 
these" information needs. To employ these data as measures of adequacy 
may be misleading, however. Historically, headcount and. full-time equiva 
lencies have been employed as proxy measures/ of adequacy in personnel 
resources. Unfortunately, allocation of these human resources and the 
effectiveness of that allocation have been overlooked. Further, staffing 
levels necessary to .conduct activities (i.e., reference transactions, 
circulation transactions, etc.) are virtually ignored at both Federal, 
and state levels. This gap is increased by the growing' realization that 
the effectiveness of the library is as much a function of the adequacy 
of the personnel as it is the adequacy of the collection. For this 
reason, it is hypothesized that personnel surveys (on a less than annual 
basis) may be required to determine staffing adequacy and to compare 
allocation of personnel among libraries. 

Information collected at Federal and state levels on facility- re- 
sources and utjilization is most often limited to assignable space devoted 
to ther library, seating capacity, shelving space, and the number of ser- 
vice outle^ maintained by the library. In addition, information about- 
the allocation of facilities- condition of the building, and adequacy of 
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facilities is crucial to such Federal and state issues as the allocation 
of building funds, standard? developniiant, and the planning necessary at 

these levels. >^ " ■ 

Activity measures at the national level are unevenly distributed 
across the programs of the library. Such measures include: circulatio-^ , 
reference and directional transactions, group transactions, service hours, 
interHt)rary loan, and photocopying. In state-level information bases, 
the amount of detail devoted to activity measurement varies significantly. 
While at both Federal and state levels these measures combine to provide 
a picture of the types and levels of services provided to users, the . 
variance in detail between activities and resources devoted to conducting 
these activities provides at best a sketchy picture of the library. 

User measures (i.e., who uses the library and for what purposes) are 
important to all levels of decisionmaking. Efforts by the U.S. National 
Center for Education Statistics are currently underway tp survey public 
library users. This survey may provide a model for further user studies 
bv Federal and state levels. Mhe crucial importance of user measures 
lies in part upon the need to asse^ the impact of libraries upon the 
communities which they serve. At th\local level, this information 
provides a basis for detemining actiorj^^4Q.,^extending or enhancing its 
services. At the state level, data on regii'tered borrowers provides a 
proxy measure of users and may be weighed against the target groups which 
the library is intended to serve.' At national levels, suchdata are 
equally important when trying to trace the impact of such funding pro- 
grams as the Library Services and Constryction Act (LSCA), which-are , 
intended to extend library services to the under- or unserved. 
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Finally, performance measurement > a recently developed area of 
library data, is ideally suited .to meet the needs of state- and Federal- 
level decisionmakers. Isolation and examinati-on^of factors that influence 
performance--a.g. , resources, allocation of these resources, activity, 
environment, etc-— would provide decisionmakers with a tool to ensure 
that state and Federal support would enhance performance. At this time, 

however, performance measurement is still evolving, and it is possible 

/■ 

only to define some basic categories of information. Additions and re- 
finements await further progress in the field. ^ 

1 : 



• CHAPTER IV , 
STRUCTURE AND CLASSIFICATION OF INFORMATION • 

A. INTRODUCTION ' . ^ ~ * • 

Overview of the 3tructure j 

As outlined in Chapter III, the structure of information used in ^ 
this Handbook is founded on three categories of information about the 
library— the environment, the resources, and the programs of the library. . 
These three areas of information are unique yet interdependent. The 
.environment of the library includes governance of 'the library, the in- 
ternal structure of the library, the relationships of the library, and 
the populatioYi which the library is intended to serve (i.e., the target 
groups of the library). Thus, the environment characterizes the types 
of services provided by the I'brary and the rt*source and utilization of 
th5j library. The resources of the library— the collection, personnel, ^ 
fiscal assets,' and .facilities— determine the levels of support available . 
to. the programs of the library, and in combination with i:he environment, 
may determine the allocation of these resources to programs. Finally, 
the programs of the library are those sets of activities conducted by 
the libraT:y with the use of its resources to meet specific objectives. 
These three data sets combine to describe what a library is and what a 
library does. . . ' .■ ^ 

Classification Employed in the Handbook and Structure ' i 

. The classification structure employed in this Handbook is intended 
to provide a schematic approach to tlrie data elements, rdentified and' 

defined in this Handbook. For the most part, the classification structure 

- ■ ' ■ ^ 

underlines the structure presented 'in Chapter III and herein. 



Terr.^ about library resources and environment have been classified 
at four levels as follows: . ' 
• 0. Type of library 

0.0 Management data category for envi ronment and .resources 
0.0.0 Section, major headings \ 
0.0.00 Subsection, minor headings 

< . - • A . . 

Detail beyond minor headings are left unnumbered; data at this level of 
refinement are most appropriate to internal information systems c.nd coding 
is left to local option.. 

" Program data are more complex due to the nature of tfje structure 
involved and require three additional levels of classification. These 

3ire: ' . ' , , , ' ■ 

0. Type of library 

0.0 Management, program data category 
0.0.0 Program, level I 
0.0.00 Program, level 11 
0.0.00.0 . Type of measure 

0.0.00.00 . Section, major heading • 
0.0.00.00.000 Section, minor heading 

Decimals are used to distinguish categories and subcategories of infor- ^- 

■ J _ , . ■ . 

mation. 

Since type of library is among the most significant factors in infor- 
mation exchange and comparison, the primary code in this classification 
represents library type. The following list enumerates the types of 
libraries spearately identified in this Handbook ; 

1. Academic libraries 

2. Public libraries 



3* School libraries/media centers 

4. Special libraries 'serving institutions of postsecondary 
education ^ ^ 

5. Special libraries 44i the private sector 

e.^^pecial libraries maintained by and serving Federal, sta^e/' 
and local government agencies 

7. Independent special libraries 

• 8. Other special libraries 

Certain terms employed in this Handbook— e,g. , library governan<!fe, user 

■ 7 'I 

% I 

groups, and structure— are type specific and will vary with eact) type of 

libr:ary identified above. In these instances, the classification will 

\ • - ■ . . - .... 

include^the appropriate number correspondent with the above list. However, 

most descVsiptors, such as collection and personnel, are common to all 
lib^ies. ' In theseffcases, the code designating type of library has been 
replaced with the generic code, "t." This code should be replaced by the 
appropriate digit for the reporting library as the need arises. 

The three major categories of information—environment, resources , 
and programs— have been further divided into seven major classes of data- . 
for the purposes of the classification structure. These are: (1 ) environ- 
ment (excluding target groups); (2) target groups; (3) collection resources; 
(4) financial resources; (5) personnel resources; (6) facilities resources; 
and (7) program data. , , 

B.. INFORMATION ABOUT. THE ENVIRONMENT OR TKE LIBRARY 

■ The firsfmajor subset of the structure of information serves to 
describe the environment of the library. There are a nu'rhber of descriptors 
about the library as a.whole that-are requisite to management information ., 
and to reporting needs; however, tF\ese data are not a part of program data^ 
or resource data." ;Mancigement questions that focus upon the components of 
the library environment are":: ' . * " - 

■ ) - - ^ : I. ■ ■ / 
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• What are the factors about the institution, agency, or coimiuoity 
In which the library resides, that affect the Vesources or 
programs of the library? 

•/what relationships does the libraVy maintain witlKfunders , 
constituericies, -or other libraries and organizations which 
affect the resources or programs of* the library? 

• What are the factors about the internal organization- of the 
\1ibrary that affect the resources or programs of the library? 

e What' are the characteristics of the population. for which ^he' 
library is intended to serve which- affect the resources, p^^gra^s, 
or their use? . 

Environmental data, then, .may be characterized as the external settii 

and relationships of the library, the internal -organization of the library 

and the tat^get group for which library services are intended. . . y 

The external setting of the library can ba highlighted by general - 
descriptors of the coranunity in which the library resides; for example, 
urban, industrial, academic, and so forth. Secondly, the relationships ' 
which' impact resources, access to resources, or use of resources by, or , 
belonging to, the fibrary is -a part of this external setting. Such re- 
lationships include the relationship of the library with its parent 
organization or extra-library governance structure, with other organiza- 
tions (such as networks, other libraries, other agencies), with other 
administrative units of the parent organization, and with its funders. 

Relevaat internal ..factors of the library include the. reporting 
structure, the service points and outlets of the library, and special 
features about the library's internal- structure which influence either, 
services or resource accessibility and availability: 

Population characteristics which are of utmost concern to the library 
administrator are those determinants which affect either the use of the 
library or the Jiature of the services and resources provided by the 
library. . These variables differ with types of libraries-. Within academic 



libraries, for instance, pertinent population factors include enrollments^j 
educatiorwl levels^'of students, course offerings, credit hours taught in * 
various disciplines, and doctoral programs or areas of current research 
concentration. Similarly, population characteristics affecting school 
libraries or media centers might include enrollments, age,, and educational 
levels of pupils, and educational approaches ^employed. Factors for public 
library populations ,Von the other hand, are more diverse: educational, 
levels, occupational classifications, ethnic make-up, income levels, and 
unemployment rates. Any or all of these descriptors can provide a basis 
upon. which to compare actual users with the target population. ' ' 

classification of Terms about the EnVironment of the Library 

Due to the scope of the data relating to the environment of the 

library, -these data have been separated into two parts for presentation 

in the Handbook . This sixsection is limited to an examination of those 

data describing the external setting and relationships of the library, , 

■ ' • i • •• • . 

and the internal organization of the. library. Jerms about the target 

group or population which the library is intended to serve appeap in the 

following subsection of this chapter, ' ^~ - 

Environmental data serve to. describe the type of library--i .e.-, 
academic, public, school, or special. That is, typa of library is_defined 
by the sponsor br parent organization of >the library, mission of the library 
and the population which the library is intended to^jserve (i.e., the tar- 
get group). These designations further provide general information about 
the library, the community in which it resides, possible peers, and insight 
into the .atmosphere surrounding the libriry. 

In addition to the type, libraries differ in -their .relationships 
with the outside world; In many senses, these relationships place the 



library in context of .its external setting. "^These "relationships neces- 
sarily include the relationship of the library to its sponsors, Wits 
target group, .and to o1:her libraries and agencies. In general, these 
relatlonships jtvfluence tfia resources and programs of the library and 
affect -the utilization of these resources .and programs. These unique^ 
elements in the (environment and ;the necessary type-specific data under 1 15^ 
the importance and problems associated with the classification of envi ron.- 

mental data. ' ^ - ^ ^ 

As a general rule, the primary digit V the codes for environmental, 
data designate the type of library. The management information .category 
(d^ignsted by the second digit of the classification code) of the external 
setting and intei^nSt-l organization is designated by the numbe** 1. Tyi^e 
specific terms, such'as trfe governance of the library,. will appear as: • 
• 1.1 Academic librv'iry^nvironment terms - ^ 

which are 4}0t typig^pecific are' designated as: ^ 
t.l Library environmental data , . , ; ' 
Two additio^ral digits are used in the coding of the library -environment: 
one for major headings and the second for subsections or minor headings. 
The \gener?l code for library environmental data is: t.1.00. 
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CODE 



TERMS ABOUT THE ENVIRONMENT- OF THE LIBRARY 



TYPE OF LIBBARi 
ACADFHCC LIBRARY 



. Acadwnic library in 
Academic H bra ry in 

-v/^ftcadenrfc library In 
Academic library in 
Academic library In 



a major doctoral -granting institution, 
a comprehensive college 
a general baccalaureate college 
a specialized or professional institution 
a two-year college . 
Academib, library in a imaltl -program occupational/vocational 
, school • 

Academic library in a single program occupational /vocational 

school 
Academic library in 

education 



another institution of postsecondaVy 

3 



PUBLIC LIBRARY 

Public library in an urban community 
with a population of less than 10,000 
with a population of 10,000 to 24,999 
with a population of 25,000 to 49,999 ^. . 

with a population of 5Q-,000 to 99,999 
with a population pf 100,000 to 249,999 
with a population of 250,000 to 499,999 
with a population of 500,000 to 999,999 - 
with a population of 1,000,000 or more ^ 

Public library in a rural .cominjnity \ 
Public ljb?^ry in a- rural-farm comniimty ^ 
Public library in a rural -nonf arm communiliy 

,SCBOOL LIBRARY/MEDIA CENTER' ' ■ . \ . ' 

School library/media center in an elementary school 
School library /media center in a one-teacher school 
• School library /media center in a middle school - 
School library/iT«dia center in another elem entary school 

School library /media center in a secondaW school 
School library/media center in a .junior high ischool' 
school library/medi a ^ center in a senior high g^chool 
_School' library/media center in a .1unic.--sen1 ->r high school 
School library/media center in a vocational technical 
. \ ■ school- ■ ' * 



Page No. of Definition,. 



157 

157 
157 
158 
158 
'l58 

158 

158 

158 

244 

244 ' 

244 

244 

244 

244 

244 

244 

245 

245 

245 
245 ' 
245 

256 ' 

254 
254 
254 
254 

254 
254 
254 
255 

■255 
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CODE' 



'tehms about the environment of the library 



Page ,No..of Definition 



TIPE OF UBBARX (continued) ^ 

3.0 $CnOOL LIBRAFa/MEDIA CENTER (continued) 

• .. School library/media center in another school 

SchooT library/media ce^er in a combined el ementary- 
secondary school 
School library /media center in a special edu cation school 

for the handicapped 
<;r'hnni Hhrarv/mpdi a Center in another school « 

4.0 SPECjkL LXBRAUr SERVING AN INSTITUTION OP POSTSECONDARY 

EDUCATION ' " ' ^ ■ , , ' ■ , / 

5.0 ' SPECIAL LIBRARY IN THE PRIVATE SECTOR ■ ' ■ 

Special library -in a trade or professional brganzatlon 
' Special library, in a commercial or industriaVorganization 
Special library in a business or service organization 
^ • Special library in a partnership 

Other special library in the private Sector 
.6.0" • ' SPECIAL LIBRARY MAINTAINED BY' 'AND SERVING A GOVERNMENT AGENCY 
National library 

^Special library maintained by and serving a Federal agency 
(other than, a national library)' . . 
" Specvial library maintained by and serving a state government 

V agency . ' ' 

' Speciaf library maintained by and serving a local government, 

agency : .. * ' 

Other special library maintained by and serving a government 

. agency 

7.0 lUDEPENDENT SPECI/iL/lIBRARY' • ; - 

8.0 , OTHER SPECIAL LIBRARY . . ^ ^ 



255 

255 

255 
255 

263. 
263 

r 

263 
263 • 
263 
263^. 
2^3 

263 • 
263. 

264.' 

264 . 

264 

264 
264. 
264 
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TERMS ABOU^THE ENVIRONMENT OF THE LIBRARY 



Page No. of Definition 



t.1.10 ^ ilSBABr XVEirriSIERS r • 

.11 Corporate name of parent organization or sponsor 
.12 Organization code 

.13 Anarlcan National Standards Institute (ANSI) Standard Library 
Identification Number (SLIN) 

.14 Location ^ • 

Address . 

U.S. congressional district 

State legislative district 

Standard Metropolitan Statistical Area (SMSA) 

County 



.1.20 
.21 



.22 



LEGAL CONTROL 



Public 



Federal control 

State or territorial control 

School district control 

Regional control 

County or borough control 

Municipality (including township and cij:y) control 
Other public control 

Pri vate 

Private for-profit 

Indiependent, nonprofit 

Private, affiliated with a religious group 

Other private control 



.29 Other legal control 



214 
214 
214 

^214' 

214 

214 
214 
215 
215 
215 

213 

213 

213 
213 
213 
213 
213 
213 
213' 
« 

213 

213 
213 
2r3 
213 

213 
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CODE 


TEKMS ABOUT THE .ENVIRONMENT OF THE LIBRARY ' 


Page No. ot uenmuion 


t.1.30 


"REPOBTIHG^USIT STRUCTUSS 




;>i.r.3o . 


ACADEMIC REPORTING-UNIT STRUCrJRE 


159 


.31 


Single-canipus Institution 


159 ' 


.32 


Parent institution/main campus" 


159 


f 


Branch canpus 


159 ; 


.34 


Campus in a multi -campus system 


159 


.35 


Central office ' 


. ^59 


.36 


Joint library 


* 159 ^ . 


2.1.30 


PUBLIC LIBRARY REPORTING'-UNIT STRUCTURE 


245 ^ 


.31 


Library board 


245 


■ .32 


Board or council (e.g., city council) which controls the 
legal entity of which thci library is d p^rt 


245 


/ .33 


Official director (e..^., city , -^iger) . the ilegal entity 
of which the library a p^rt 


245 


.34 


Divislcnal chief (e.g., commissioner o- educatlcoi) of which 
the library is a part 


245 


.35 


State library agency 


245 


..36 


Federal agency 


245 


.39 


Other reportlng-unlt structure 


246 . 



/ 

1 
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CODE 


TERMS ABOUT THE ENVIRONMENT OF THE LIBRARY ^ 


Page No. of Definition 


t.1.30 


^BEPORTI^G-Unrr STRUCrVBE (continued) 




3.1.30 


'SCHOCL REPORTING-UNIT STRUCTURE - 


, 257 - 


.31 


State depirtTJSnt of education 


257 


.32 


Other state education agency 


257 


.33 


Intermediate administrative unit 


257 


.34 


Local public school system 


257 


^ .j35 


Segment of local public school system 


257 


.36 


Nonpublic school system 


257 


.39 


Other reporting-unit structure 


257 


4:1; 30 


SPECIAL LIBRARY SERVING AN INSTITUTION OF POSTSECONDARY 


264 ^ ' 




FnnrjiTrnN repqrting-unit structure 


-31 


A library administered by the central library of the parent 
institution t 


264 


.32 


A libVaryfadministered by the school, college, cr depart- 


264 




ment of which the reporting library isr a part 


-39 


Other reporting-unit structure 


264 


5.1.30 


special' LIBRARY IN THE PRIVATF SECTOR REPORTING-UNIT STRUCTURE 


265 


.31. 


Single site organization 

c 


265 


.32 


Main (home) offices 


265 


.33 


Branch office 


265 


..34 


Division of the main (home) offices 


265 
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CODE 


TERMS ABOUT THE ENVIRONMENT OF THE LIBRARY 


Page No, of Definition 


1 • OU 


nvvn^WfUuniT STRUCTURE (continued) 






cDcrTA! tTftDARY TN THF PRIVATE SECTOR REPORTING-UNIT STRUCTUREV 
^continued) 




.35 


Joint library 


• 266 


. -39 


Other reporting-unit structure 


266 




SERVICE AVAILA3ILXTI 


260 


2.1.41 


'Public library primary service area 


245 • 




Area in square miles 
Population 


245 
245 




'' Ca*<irira nii^lo^ fnufTih^r of. hours ODen ) 


260^ 


/ 


Central library ^ , 
Branch library 
Affiliated library 
Bookmobi le/mediajiiobi 1 e 
Other service outlet 


261 
261 
■ 261 
251 

.261 ' 




Service points (number of, hours available) 


LOl 




Within central library 
Within branch library 
Bookmobile/mediarribbile stop 
Within other service outlet 


261 
261 
261 
261 


t.l.SO 


RELATIONSHIPS ■ . ' ' 




.51 


Relationshios to leam'na resource center (academic and 
school libraries) 


212 




Noc applicable (there is no learning resource center) 
Part of the library" 

Administratively equal to the library and under a common 

administrator 
Library is part of the learning resource center. 
No formal relationship 


212 
212 

212 
212 
212 
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CODt 



TERT^S ABOUT THE ENVIRONMENT OF THE LIBRARY 



t-1-50 BELATIOUSEIPS (continued) 

.52 , Consortium, nep*ork, and, cooperative endeavor 

Participation in local cooperative activities 

Participation in regional or intrastate dooperative 
activities" 

Par'dcipation in a bibliographic service center 

Participation in a bibliographic utility 

Participation in a centralized processing center 

Participation in a union catalog or union list cooperative 

project (other than through th6 above) 

Pa. 'cipation in other consortium, network, or cooperative 

endeavor 

■ .53 Cooperating libraries 

Acadenric li/Draries 

Public libraries 

School libraries/media centers 

Special libraries serving institutions of postsecondary 
Education 

Special' libraries in the private sector 
Special libraries maintained' by and serving government 
.- lagencles 
Irjdependent special libraries 
Other special libraries 

.54 Programmatic activities supported by relationships 

Infontjation services 

Interlibrary loan services 

Collection development services 

Materials acquisition services 

MateHals organization and control services 

Other progranmatic activities 



Page No- of Definition 



179 
179 

179 
179 
180 
180 
180 
180 

180 

180 

157 
244 
256 

263 
263 

263 , 

264 

264 

235 

235 
239 
239 
240 
240 
235 
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ERIC 



CODE 



TERMS ABOUT THE ENVIRONMENT OF THE LIBRARY 



Page No. of Definition 



.t.1.80 TIME FRAMES 
.81 Fiscal period 

.83 Predominant calendar system (schools and institutions .of 
postsecondary education) 

Single term 
Quarter 
, ^ Semester 
Trimester 
4-1-4 plan 
Other division 

3.K84 School day 



199 



232 

232 
232 
232 
232 
232 
232 

255 



6\ 



C. TARGET GROUPS 

The description of. the target .group is a major component of environ- 
mental data. Due to the importance of the target group in evaluating both 
the resources and the programs of the. library r it is addressed separately 
in this section. The target group is considered to-be that group of 
individuals and'organizations which the library, by its mission,- is 
intended to serve. Typically, the-target group coincides with the em- 
ployees, enrollment or affiliates of the parent organization, or the 
populatic.i of the coranunity in which the library resides. . In general, 
descriptors of the target group differ with. type of library. 

Within academic institutions,' important target group characteristics 
include headcounts of enrollment, educational levels, disciplines, and 
academic status of the institutional enrollment, along with areas of 
research being conducted by institutional employees. Factors describing 
the target group of the public library may include headcount, educational 
attainment, occupational levels, age, racial/ethnic characteristics, 
unemployment rates, and incom^ levels of the individuals in the copiunity. 
For school libraries, crucial population features include enrollment 
counts, grade levels^ age, and enrollment status /of school attendees. 
Population characteristics of concern to special :1 ibraries in academic 
institutions parallel those of academic library target groupis generally. 
For other types of special libraries, descriptors of the target group 
may coincide with employee characteristics, numbers of organizational 
affiliates, and levels of security clearance necessary to access portions 
of classified collections. It should be underlined that special library 
descriptors are developmental, and require further testing and refinement. 
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Classificatl on of Terms about the Target Group ji 

"~ ~" ' . 1 

The general code assigned to target group terminology is 2 (i-ej., 

• i ' 

t.2.00 is the code for library target groups). "Where type^specific 1 

de;Scriptors of the target group are empl.o^d, the appropriate code is\ 

used. For example', academic library target groups are coded as 1.2.1(i, 

and'^'public TVibrary target groups are ?oded as 2.2.20. The library type 

designator -fls also used as a section code. This allows the library which 

serves multS-type target groups (e>g.. an academic library, which serves 

the local community or a public library which serves the local schools) 

to segrego^te these diverse populations and relate them to other librarieis 

which serve multiple populations. For the purposes of coding, only one 

additional level of information has been assigned a classification. This 

conforms to the coding scheme employed with other environmental data. 
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«i ■ 

/ TERMS ABOUT THE. LIBRARY TARGET GROUP ' 




Page No- of Definition 


6,2.00 


XARGST GROUP 




268 


i. . • " 

.01 


Census date 




171 


..02. 


. Headcounts of target group 




204 


6.2.10 


TARGET CSiOlTP IDENTIFIERS /TRAITS 




268 ^ 




. f ... 
Tnri-Iv-iHiial Ident'^^i cation 

* 




268 


.12 


Age ranges 




161 


.13' 


Sex 

■ Male 
, Female 




262 

262 
262 


.14 


, Race/ethnic identification 
Hispanic 

Nonhispanic, white 

Nonhispanic, black 

American Indian or Alaskan native . 

Asian or Pacific Islander 

Other/unknown 




249 

249 
249 
249 
249 
249 
249 


.15 


Handicap category . ' 
None 

VisuallV handicapped , 

Hearing handicapped . ' ' 
- Deaf-blind 

Orthopedicrlly handicapped 
* Other, health handicapped 

Speech handicapped 


\ 


^ 203 

203 " ' 

203 ' ' > • 

203 ' V 

203 

203 

203 

203 . 




(tentally handicapped , 




203 /'' . 
\ 203 .\ 




Hulti handicapped 




.16 


UiTguage proficiency . 




212 




^Proficiency with EngHsh 




CM • CVJ CM 
CM CM CM 




Primary language 






Other language(s) 1n which proficient 
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-"CODE 


TERMS ABOUT THE LIBRARY TA'RGET GROUP 


Page No. of Definition 




t.2.00 


TARCSri GROUP (continued) 






.17 


Disadvantage status , 

• . ■ ■ * 
No disadvantage^ 

Academic disadvantage.. 

Econooilc disadvantage . 
- Cultural disadvantage . ^_ 
Functionally illiterate 

Other disadvantage ' ^ ^ . 


185 
185 
185 

185 . 

185 

185 




1.2.20 


■AdAV^C LIBRARY I^RGET GROUP 


158 




•21 


Minjmum admissions requirements 


224 






Only the ability to, prof it from attendance . 

High school graauatidn or recognized. equivalent - 

High school graduation plus an indication of superior 

academic aptitude . ^ 
Two-year college graduation 
Four-year college graduation 
Other minimum admission requirement 


224 
224 

224 
224 
> 224 
224 




.22 


Hi'ghest degree offered ^ 

Certificate or diploma 
. Associate degree 
Bachelor's ^gree 
First professional degree 
Master's degr^ i » o - 
Doctoral degree 

Other certificate, diploma»'br degree 


.204 

204 

204 

204 

204 . 

204 

204 

204 




.23 


Academic student credij hours 

Academic course level 
Lower division 
Upper division 

Graduate/professional division 
Other ^ ' • . 
Discipline/subject matter ^ 


160 
- 157 * 






157 . 
157 
157 
157 
. 185 



/ 
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CODE 


TERMS ABOUT THE LIBRARY TARGET GROUP \ 


1 

Page No. pf Definition 




TARGET GROUP (continued) ' _ ^ 


^ ■ 




• ACADEMIC LIBRARI TARGET (SiOUP (continued) 


i 
\ 


, .24 


Academic student counts 


160 




, Acadenric student level^ 


160 
160 
160 




' Undep^raduate students 




Graduate students* 




Nondegree/nondlploma/noncertiflcate students ^ ^ 
Academic student -major program - ^' 


160 


t 

.25 


AraHpmic institution emoloyee counts 


1 oo , 




Research (instruction) employee 


• ' 252 




Discipline/subject matter 
Level of research involvement 


252 
252 




nthp'r arademic instuti ton 'employee 


188 


.29 


Other academic library target group 


158 ■ 

T 


2-2.30 


PUBLIC LIBRARY TARGET GROUP • ^ • . 


246 




'^n^ncii-y nf pnpiilatlon in public library primary service area . 


245 


32. 


Educational attainment (of adult population) 


187 




No school years completed . ^ 
Elementary school; years completed 


187 
< 187 

187 

187 
. • 187 , 
* 187 

187 

. 1 o / 

188. ^ ■ 
188 
188 ^ 
188 




1 to 4 years compl eted 
5 to 7 years completed 

8 years completed . - ^ 




High school years completed / 
1 to 3 years compl eteid 




4 years completed 




College years completed 




1 to 3 years completed 
4 or /more years completed 
Unknown \ 




(J 6 
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CODE 


TE8MS ABOUT THE LIBRARY TARGET GROUP . 


Page No.' of Oefinltioln 


t.Z.OQ 


TARGET (3iOUP (continued) ' 




2.2.30 


, PUBUC ZIBRABI TABCST GROUP ^ (fcontinued) 

■■ ' ' ■ 




..33 


Employment categories (of adult populatlonf 


' . 246 




Professional and business workers 
Sales and services workers 
Manual workers 

Service and household workers 


246 

246 . 
246 


.34 


Family income ■ , 


246 




Under $1 ,000 , . 

$1,000 to $^,999 

S5,000 to $9,S99 , * 
$10,000 to $14.,999y^ . ' 
$15,000 to 524,999 

$25,000 to $49,999 ^ • / 
$50,000 and above 


247 . , 
" 247 ' 
24^7 
247 
247 
247 
247 


.39 


Other public library target group 


246 ■■ 


3.2.40 


SCHOOL iXBRARY/l^DIA CENTER TARGET GROUP ^ 


^ nee 


.41 


Minimum admissions requi rement(s ) * 


, ' 224 . . 


t 


Location of residence 

Age ' 

Grade or year standing 

Successful completion of an entrance requirement or other 

fest . ' i • 
Achievement In school work . / 
.Special ability, aptitudje, or interest ^; 
Special need - . 
. Court conmltment ; 
Current employment 
&nployability 
Oth^er requirement 

No requireiTient ' 


224 y ' !f 
224 

224 / 

■22i ' . 
225 

225 : 

225 

225 . 
225 
225 
225 
225 

•s 
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' terms about the library target group 




Page No. of Definition 


t.2.00 


TABCET GROi/P . {continued) 






3.2.40 


SCSOOr, LIBHARI/MEDIA CENTER , TARGET GROUP (continued) 






.42 


School compulsory attendance age span 




255 • ' 


.43 


School permissive attendance age span 


* 


257 


.44 


School student counts 




253 • 




School average daily attendance 
1 Schoot'^verage daily membership 
School grade or year enrollment. 

School employee cdbnts * L- . ] 

.Classroom teacher 
Other school employee 


t 


- 258 
^58 
258 


.45 




188 

256 
188 




Other school librarv/media center target group 




256 


4.2.50 


' SPECIAL WRARI SERVING AN INSTITUTION OF POSTSECONDARI 

EDUCATION TARGET GROUP * " • ; 

\ : r' 

'■^ (see descriptors for academic library tajf^get group) 


265 


5.2.60 


SPECIAL LIBRARY 'IN THE -PRIVATE SECTOR TARGET GROUP 




* 265 


.61 


Security-^clearance status (If applicable) 




" 265- 


,62 


Parent orqanization emplov--- counts 




188 ^ ' 




Research (1nsVuc^"*on) r pU ee 
Levelvof research li./o ament 
Discipline/subject matter 

Other employee «. • = 


■ 0 


252 
* 252 

188 


.69 


Other srecial library target group 




t 265 
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CODE ' 


TERMS ABOUT THE LIBRARY TARGET GROUP . 


Page No. of Definition 


t-2.00 


ivWOT GROIS? (continued)^! 




6-2.70 ; 


SPECIAL LXBR/(Ri mmTAINED BX AND SERVING GOVEBNMEUT AGENCI 
!' TARGET GROUP 1 .' 


. 265 

0 


.71 


Security clearance status (if applicable) ^ 


265 

V - 


• .72 


■i 

• ■ ■ ■ s 

Government officials , , . 


' . 265 • - 


.73 


Aaency employee counts 
Research (Instruction) employee 


181- 
252 



' Level of research involvement 

Discipline/subject inatter 
Other empl oyee 



\ 



. .74 Contractors to the agency 
, 79 Other special libi^ary target group 

7.2.80 TNnEPENDENT SPECIAL LI3PARI TARGET GROUP 

(categories of target group should be self-defined! 
'8.2.90' OTHER SPECIAL LIBRARY TARGET GROUP 

(categories of target group should be self-defined) 



252 
252 
1*88 

.266 

265 

265 

265 



* • 0.9 



ERIC 



D. RESOURCE DATA 

This section describes the resources that are available to the library 
and may be utilized to provi^de serv;':es to the libraryls clientele., The 
most prominent resource is the collection. In addition to the collection, 
other resources include personnel resources (i.e., the employees of the 
library), fir, ancial resources and liabilities (e.g., endowments and debt 
services), and facility resources (i.e., the library buildings and equip- 
ment).^ . ■ 

Resource management is a vital concern to managers in all sectors. 
The management of a resource includes not only a quantitative description 
of that resource, but also some determination of the quality of that re- 
source. In the case of library- management, it is severely limiting to 
describe the collection resources, for example, only in terms of dollars 
and size. Instead, it is much more desirable to assess both the quanti- 
tative and qualitative aspects of the collection. These same concerns 
apply to 'personnel , financial, and facility resources of the-^library. 
For example, although library personnel are assigned to specific tasks 
within the library, taken as a group, the staff represent a major resource 
of the library. Thus, the library manager has an acute need for qualita- 
tive and quantitative information about the resources available to the 
library. ^ 

Classification of Terms about -Library Resources 

Each resource category is separately coded and separately discussed 
in the following subsections. Codes associated with these resources are 
as follows: collection, *.3; financial, *.4; personnel 5; and facili- 
ties, t.6, where * indicates the type of library.' Most resource desriptors. 
are' cojTTOon to.all types of lib-aries (i.e., resource description is not • 
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type specific). However, while the physical descriptioi. of the cjllection 

(e.g., physical units of holdings) is identical for all types of libraries 

/ 

the measure of relevancy of the collection (which is based largely upon 
the correspondence ibetween the content of the collection and the charac- 
teristics of the target population) differs with the target group char- 
acteristics— i .e. , it is type specific. 

The generalized resource codes are: 
t. ; Type of Library 
t.o Resource Category 
t.0.0 Section 
t.0.00 Subsection 
where "t" is the code for type of library. 

\ 
\ 

Collection Resources , 

The collection represents theNbasic resource of the library and the 
most frequently measured and evaluated. Thus, the library manager has and 
needs a significant amount of information, both quantitative and qualita- 
tive, about" this resource. Traditionally the physical description of the 
collection has been most readily available and most widely collected. 
With the increasing use of computer support systems, it becomes equally 
feasible to describe the collection in terms of i'ts intellectual content, 
relevance to target groups, acce:sibility', availability, and utilization. 
Further, it is possible to evaluate the total information resources to 
which the individual library har access through networks, within the state, 
across states, or nationally. i important to the library manager to 

evaluate not only the resources under the control of the library, but 
through netviforks and cooperatives, those addT'-nonal resources to which 
the library has access. 



In general, the following types of measures are appropriate for the 
coflection: physical description, intellectual description, relevancy, 
access ibility> availability, and utilization. 

Physical description measures the physical dimensions of the library 
collection. Physical dimensions are depicted within this Handbook in 
terms of the numbers (physical units.) and the types of format represented 
in the collection. For some management purposes, factor.s such as shelf 
space utilized, oversized print materials, square footage required to 
store material's, and so forth, may also be useful pieces of information. • ' 
However, physical units in combination with materials format, in general, 
are considered sufficiently descriptive of the physical dimension of the 
collection. Such information is important in facilities planning, inven- 
tory control, and processing requirements. 

Descriptors of the intellectual- contet include the bibliographic 
units and titles held, and the breadth and depth of the col lection. . 
Characteristics of breadth are fundamental ^n determining the capability 
of the collection in meeting general information needs- The measurement 
of the scope of intellectual content is difficult. Simp] istical ly , and 

within'the confines of the Handbook , it is measured in terms of the 

■ I. 

topical areas covered and the extent of that coverage provided by the 
collection. Depth, on the other hand, describes the capability of the 
resource to meet Specialized needs and is measured in the terms' of density 
or number of titles within subject areas covered by the collection. 

The relevancy of the collection implies the objective capability of 
the collection to meet the needs of the library's target group. In part, 
relevancy Is reflected in utilization of the collection; however, there 
are other treasures of relevancy which can .be examined in relationship to 
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the collection. These measures encompass such factors as "appropriate" 
depth and breadth of the collection, age of the collection, and capability 
of the collection to meet -the anticipated needs of the library's target 
group. There is considerable difficulty in advocating any particular 
measure of Televancy appropriate to libraries in general ; such measures 
are contextual and relate to the community which the library is intended 
to serve. Further, there are no obvious and direct measures of relevancy. 
Instead, the Handbook suggests the correspondence of subjects covered,' 
density of coverage and recency of acquisitions with features of the 
library's target group. In academic settings, for example, tht subject 
strengths of the collection need-to be mapped to the disciplines and 
research areas represented by faculty and students. Similarly, among 
school libraries, collections might be best examined in light of grade 
levels. 

Availability is another measure used to evaluate the collection. 
Specifically, availability refers to whether the title or information 
requested by the user is held in the collection at all. Examples of these 
measures include the total request versus requests filled by the collec- 
tion, and the percent of current publications which are purchased by the 
library. Concepts of availability also extend to ^he availability of 
resources to the library through systems and networks'. 

Accessibility refers to the physical positioning of collection mate- 
rials and the ease with which the user can locate the desired information. 
Measurement is based upon issues such as the delivery time of materials 
to the patron from the' col lection, from off -site storage, and through 
recall of materials in circulation; the ease with which a patron can 
locate desired materials through the public catalog and on the shelf; a' J 
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the unsatisfied demand for materials which are owned by the library but 
are inaccessible (e.g., lost; in circulation, in bindery). Measures of. 
accessibility also can be applied to materials available to the individ- 
ual library through resource sharing agreements and networks. 

Finally the collection can be assessed through utilization. "Utili- 
zation measures are an indication of the value of the collection to the 
user. The manager needs to know how much of the collection is used and 
by whom (through both circulation and in-library use); what percentage of 
the collection is circulated thrcjgh interlibrary loan; how often indi- 
vidual items from the collection are used; to what extent the collection 
remains, unused; how many patrons are repeat users; the demographic profile 
of the user and the types of material used. Utilization measures best 
correspond with user and ac*:ivity measures discussed later; however, the 
concept is useful in the evaluation of the collection as well. 

Decisionmakers and library managers need to be aware of th^ growing 
needto assess the collection of any individual library in context with 
the resources available to the l^ibrary through external sources, e.g., 
regional, state, and national networks. Thus, while the collection of 
the library needs to be evaluated on its own merits, it equally must be 
viewed in relationship to other available resources. 

Classification of Terms about the Collection Resources 

As indicated earlier, the coding designation for collection resources 
' is where t represents the type of library. In general, the foil owiing 

classification is more detailed for the physical description of the col- 
lection than other measures of the collection. Specilfically, the physical 
description of the collection is coded as follows: / 

o - 7:: 
ERIC 
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t.3. COLLECTION RESOURCES 

t.3.10 Collection counts • ' 

t.3..20 Call fiction categories 

t.3.30 Materials format of print and print facslivnle- 
i;.3.40 Materials format of other material 

Other dimensions of collection description are coded as 

t.3.50 Intellectual dimensions , 

t:.3.60 Relevancy of collection resources 

t.3.70 Accessibility of collection resources 

t:.3.80 . Availability of collection re^^ources 

t.3.90 Utilization ' - ^ 
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CODE 


TERMS ABOUT THE COLLECTION RESOURCES OF THE LIBRARY 


Page No; of Definition 




COLLSCTIOU RESOURCES 


176 


.01 


Collection book value 


173 


t.S.lO 


COCLECTIOlf COUNTS 


' 174 


.11 


Title 


175 


.12 


Physical unit .* ' 


^75 


.13 


« 

Volume 

» 


1 


.14 


Volume equivalency 


271 




Other collection counts 


17^4 


t:.3.20 


COLLECTION CATEGORIES . - ' 


173 


.21 


General library collection 


173 


.22 


Reference collection 


173 • 




Ready reference collection 
Reference file. 
Vertical file 

General reference collection 


17^ 
173 
173 
' 173 


.23 


Classified collection . ^ 


173 


.24 


Reserve collection 


174 


.25 


Nonprint collection 


f74 


.26 


Special collection 


174 


.28 


Off -site storage collection 


174 


.29. 


Other collection 


174' 



76 
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CODE 



TERMS ABOUT THE COLLECTION RESOURCES OF THE LIBRARY 



Page No. of Definition 



t.3.00 ' COLLECTION RbJOmCES (continued) 

t.3.30 MATERIALS FORMAT OF PRINT AND PRINT FACSIMILE 

.31 Print (or printed) material 

Book 
Serial 
Periodical 
f Bound periodical 

Unbound periodical 
Newspaper ^ 
. Serial service 
Other serial * 
Other print (or printed) material 
Pamphlet (no.t in vertical file) 
Vertical f^le material • 
Other print material 

.35 Microform . 

Aperture card 
Microfiche 

Microfilm ' - . 

Other microform 

.39 Other print and print facsimile 

6r. 3 . 40 MATERIALS FORMAT OF OTHER t4ATERIAL 



A^ Audiorecording 

Audiocard 
Audiodisc 
Audiopage 
. Audiotape 
Other audiorecording 



.42 Computer material 

Con^uter printout 
Magnetic storage 
Other computer material 



218, 232 

218 

218 

218 

218 

218 

218 

219 

219 • 

219 

219' 

219 

2'l9 

219 ' 

219 

219 
219 
219 
220 

232 

218 

220 

220 
220 
220 
i20 
220 

220 

220 
220 
221 
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CODE 



TERHS ABOUT THE COLLECTION rtESOURCES . OF] THE LIBRARY 



Page Ko. of Definition 



i.3,00~ COLLECTION RESOmCES (continued) \ 

.t,3-40 MTERIALS FORMAT OF OTSER MATERIAL (continued) 

«43 . Electronic display material. . 

Videodisc . 
Videotape 

Other electronic display material 



.44 Kictorial representation 

Atlas 
Chart 
Map 

Picture 

Other pictorial representation 

.45 Projected or magnified material 

Filmstrip or filmstrip set 
Ho ram 

Motion picture film 

Overhearf transparency 

Slide • ' 

Stereograph 

Other projected or magnified materia] 



.46 Three-dimensional material 

Diorama 
Exhibit 
Globe 
Mock-up ^ 
Model 
Real 1a 

Simulation material 

Other three-dimensional material 



221 

221 
221 
221 

222 

222 
222 
222 
222 
222 

221 

221 
221 

221 ^ 

221 

222 

222 

222 

222 

^22 
, 222 
222 
222 
223 
223 
223 
223 



FRir 
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TERMS ABOUT THE:. COLUiCTIOM RESOURCES OF THE LIBRARY 


Page No. of Definition 


t/3.00 


COLLECTION RESOURCES (continued) 




fc.3.40 


MATERIALS FORMAT OF OTHER MATERIAL (continued) 




' .49 


Other material format , 


223 




Braille material 
Kit 


223 
223 




Manuscript 
Score 


dC3 




Other material .forma-t- 




t.3-50 


INTELLECTUAL DIMENSIONS 


176 


.9 1 


LO i iecuion DrcQULii 


176 




* Titles .held ' - • . 


175 "» 




Intended tarqet qroup of collection resources 


268 




. D1scipline/sub.iect matter covered by collection ^^-esourcos - 


185 




^qe ranges of audience (if -applicable) 




-52 


Collection depth ' ^ , 


176 




Tiflpq in each dlscioline/sub.iect matter covered tjy 


185 




collection resources ; - 




Titles in each aqe range of 'target group (if applicable) 


161 


t::.3.60 


- - ■ ■ \ 
RELEVANCY OF COLLECTION RESOURCES \ 


176 




• Appropriate breadth 


176) 


• 


/* ^^^^^wmA^wm^ty /"rtiior^inn hr^aHifh tn librarv^s taroet 
Lorresponcience or coiiection Drcaucii uu i luioijr a i.a«y*-«.. 

group , 

. 


176. 268 


.62 


Apprcp'^'-iate depth ' . ,^ ^ 


176 




rnrrpspnndence of collection depth to library's tarqet qroup 


176* 268 


.65 


5:urrency of collection resources 


177 




Titles added durlntj reporting period 


. 175 




C irculation transactions of title during reporting period 


171 
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Page No. of Definition 



t.3.00 COLLECTION RESOURCES (continued) 

-t . 3 • 70 ACCESSIBILITX OF COLLECTION RESOURCES 

.71 User person time devoted to locating item ^ . 

in public catalog . 
In general library collection 

.72 Lag time from tim^ of user request/entrance to library to 
_time of Qhtalning desired material > ' 

from general library collection 
from off-site storage 

from circulation (i.e., through recall) services 
from technical services (e.g.* bindery)' - 
from elsewhere 

.74 Unsatisfied demand for collection resources owned by the 
library but inaccessible 

t.3.80 AVAILABILIT:C of COLLECTION RESOURCJ^S 

.81 Breadth of materials added to collectioK resources 

— • ^ 

Percent of domestic nongovernmental publications currently 

published added to collection 

r 

.82 User group demand 

Percent of title requests by a library user filled by the 
collection resources • ' ^ 

Number of interlibrary loan borrowing requests for material 
not owned by the library 

t.'3.90^ UTILIZATION 

,91 Circulation transact*^ jns of title within reporting period 

.92 I nterlibrary loan lending requests for title within the 
reporting period 

.94 Noncirculated volumes reshelved 



, 177 

' 234 

244 
173 



233 

173 
174 
238 
239 




217 
270 

176 
203 
177 

171 " 

2D8 
226 
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Financial Resources q 

The financial resources of the library include assets, liabilities, 
and fund balances directly attributable to the library. For many.li- . 
braries, such 'assets and liabilities are directly attributable to the , 
parent organization rather than the .individual library, and should not 
be considered here. Assets are typically such items as cash, investments, 

w . ■ , . ■ 

accounts receivable, inventories, and endowments. Liabilities include 
such items as accounts payable, mortgages, and bonds. Fund balances 
encompass unexpended balances, unexpended plant funds, irtvestment in., 
plant, and so forth. From a practical perspective, sev4ral types of data 
may be desirable for the "library manager to maintain based upon the par- 
ticular circumstance of the library. These. are (1) a statement of assets 
and liabilities of the library, (2) a description of unique endowments, 
and (3) a description of the long-term debt directly attributable to 'the 

library. . . 

Fina;.-ial f^esources should -be distinguished from income and expendi- 
turesV which form in part progisammatic data discussed in the following 
section. For example', while uni.que endowments are considered an asset, 
endowment income is described as current fund source and a descriptor of- 
library programs. 

The general classification for financial resources is t.4.00, where 
'Tder.otes the't library. Assets are classified as 4.10, and lia- 

bilities are .classified .as 4.20. • ' 
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CODE-* 


TERMS ABOUT THE FINANCIAL RtSGURCES OF THE LIBRARY 


Page No. of Definition 




K . , ' ^ ■ . ' ^ V ■ 
^ FIWCXAL FESOmCES 


197 




Dollar anwunt • . . 


, 186 


.02 


Dollar equivalency - ^ 


* 186 




ASSETS • , ■ " ^ '* t 


198 ^ . 


.11 


Cash 


■ Q 
198 , 


' .12 


Investments " * * • ^ 


. 198 


.13 


Pledges receivable^ \ 


198^ 


.14 


■Accounts receivable ^ 


1 98 . ' 


.16 


Prepaid expens^ and deferred charges • y 


• ' ' 198 


.17 ' 


Plant ; . ' * ' , 


198 


.18 


•-Interfund borrowing due from or to other funds^- 


198 


.19. 


o * ■ 
Other assets . 


198 


-.4:50 


LIABILITIES 


198 ' ; 


.51 


Accounts payable and accrued liabilities 


198 


.52 


Notes, bonds, and mortgages payable 


198 


.53 


Deposits ^ 


r 199" 


;.54 


tjferred revenues 


199 . 


.59 


Other lia^bilities . " s-' ' 


199 


t.4.70 


FUND SAIjMCES 


199 




" Current- fund balanc^j) 


199 


.73 


Endowment and similar fund balance 


199 
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• TERMS ABOUT THE FINANCIAL RESOURCES OF THE LIBRARY 


Pa^e NO. OT ueTimtiun 


t.4.00 


FinANCiAL RESOURCES (continued) • 




t.4.70 . 


FUiW BALANCES (continued)_ 




• 74 


Unexpended plant fund- 


. 199 


.75 


Fiiiids for renewal and replacement * 


199 


.76 


Net investment In plant . " ^ 


199 ^ ' 

' - .11 ' 


.11 . 


Funds for retirement of indebtedness 


-199, 


* .79 


Other fund balances ' — ' • 


199 



Personnel Resources 

\Grov^in5 emphasis is "being placed upon the personnel resources of 
the library. This emphasis has been fostered by several developments: 
the si gnfli cant proportion of zhe library's budget devoted to personnel 
costs; increased concern with affirmative action and equal opportunity; 
growing dependence upon the quality of personnel resources for theCpro- 
vision of adequate information services; and concerns with salary and 
profess; onal ism wT^hin the library community. From a manageiiient per- 
spective> personnel, the amount of resources available, and the related 
costs of this resource are all of concern. From a reporting perspective, 
such issues as racial/ethnic characteristics and handicap status are 
important. ^ " I 

Personnel resources are examined on three levels: (1) individual 
identi Tiers arid characteristics ; (2) conditions of employment; and (3) 
in total, the resources available for allocation to programs. Employee 
identifiers ^^d character4^tics are independent of the individual's 
empl'vment and include .such factors as educational attainment, experience, 
racial/ethnic identification, sex, and so forth. Many of these identi- 
fiers, such as sex and racial/ethnic identification, are needed to' conform 
to^the Office of Civil Rights and others which require such information. 
However, these categories are subject to change, and the library admin- 
istrator should adjust categories -f r^mployee descriptions as these 
"changes occur. Employment conditions characterize the individual's 
relationship with the library,, incl ding contractual arrangements, terms 
of appointment, employee category, assignment, status, and compensation. 

Finally, these personnel combine to make up the total resources 
available to conduct library programs. In this sense, the library manager 
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■ . i ' 

is concerned with the amount of and types of personnel resources available, 
While. the first two levels are measured in teniis of headcounts, t^'S lis?, 
category is measured by full-time equivalents based upon service months., 

The general code used to designate personnel resources in thi> 
book is t.5.00, where t represents' the type of library. Consistent with 
earlier classifi.atips substructures, personnel resources are classifier^ 
as: ■ ■ ' c 

t.5 PERSONNEL RESOURCES 
t.S.Q Major Heading 
t.5.00 Subsection 
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TERMS ABOUT THE PERSONNEL RESOURCES OF THE LIBRARY 



.5.00 PSRSOmSL RESOURCES 
.01 Service nionths of personnel resources 

.02 ' Headcounts of personnel resources 

.03 Fiill'time equivalent (FTE) counts of personnel resources 
.5.10 PERSCm/EL IDENTIFIERS/TRAITS 
-11 , Individual identification 



.12 



.14 



Age 

Under 25 years 
25 to. 34 years 
35 to 44 years 
45 to 54 years 
55 to 59 years 
60 to 64 vyears 
65 to 69 years 
70 years and over 

Sex 

Male 
Female • 

Race/ethnic identification 
Hispanic 

Non^ispaniCv white 
Nonhisparic, black 
American Indian or Alaskan native 
Asian or Pacific Islander 
Nonrtident alien 



Page 



of D efipiti 
229 
188 
188 
188 
228 
22-i 

161 

162 
162 
162 
162 
162 
162 
162 
162 

262 

262 
262 

249 

249 
249 
249 
249 
249 
249 



on 
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CODE 



TERHS ABOUT THE PERSONNEL RESOURCES OF -HE LIBRARY 



Page No.. of/Definition 



t.5.00 PEBSOHSEL rlESOUBCES (continued) 

t.5.10 PEnsaHSEZ ZVESTIFISRS/THAITS (continued) 

a ■ . • 

• .15 Handicap category 
None 

Visually handicapped 
\ Hearing handicapped 

Deaf-blind 

Orthopedlcally handicapped 
Other health handicapped 
Speech handicapped 
Mentally handicapped 
Multlhandlcapped 



.16 Educational attainment 

Less than high school graduation 
Certificate or diploma 
Associate degree 
Bachelor's degree 
Master's degree 

in information/library science 

in media/educational technology 

two or more master's degrees (or master's and first 
professional degree) 

one of which is in information/1 ibrary science 
one of which is in media/educational technology 
none of which is in information/library science or 
media/educational technology 

Doctoral degree 

Other / 

.18 Professional affiliations or appolntnients 
.19 Other ^^rsonnel identifiers/traits 



203 

203 
203 
203 
203 
203 
203 
203 
203 
203 

187 

187 

20^ 

204 

204 

204 

187 " 

187 

187 
187 
187 

187 

204 
187 

229 
228 



87 
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CODE 


TERMS ABOirr PEF^SONNEL RESOURCES OF THE L:3RARY 


Page No. of Definition 


ST* 3 * UU 


^ 






irztixo Lf It lie Lt C- uNul i ^ ^ '•^LOiM£^ ' ^ 


22S 


1 1 


Dair*cnnno1 •at^^ r**t^c^ C^teOQi^** \ . 


229 ' ' 




Executive/admini Strati ve/manager1al Pnifessional 


229 




SpeciaJlst/library Pi^ofessional 


229 ' 




Librarian 


230 




Media professio"^! 


230 




Subject !-pecia'V^ 


23a 




Other pro'-^^sion^l 


230 




Technical einploy^^ 


230 




Library technician V 


230 




?^dia Whnicia" 


230 




Other technic'^" 


c J 1 






231 




jecrei.an a 1 / - •'^'nploysfi ^ 


231 




P^'tje/student assistant/c^, ] ver 


231 




• Service empl oy^G 


231 


.32 


Compensation 


19^ 




Salaries and wa^^^ 


194 




Fringe benefits 


194 




Source of zo^9^'^^^^^^^ 


228 


■ ^-"^ 


Term of appoiia'me*''^ 


228 




Tenuis statu?. 










^ppoinrmen^ period 




.34 


Status 


228 






' 228 




'art -■'^ni; . ; = .V^- 


228 


,?.9 


. Otner personnel '5a^*^-i^5s^ of emplil^-^- 


228 



8n 
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^ : .-.eo-UT TH£ personnel resources OFj^g UIBR/.RY 


Page No. of Definition, 


t.5.00 


PF^SONu TiOVBCES (continued) 




* t.b.50 


ST\ . ASSISTANT 


267 


.51 


Service months of student assistants . . 


188 


.52 


Headcourrt of student assistants 

I 


1 oo 


" .53 


Compensation of student Assistants 




t.5.60 


COUTRIBVTSD (VOLUl'TclSR) SERVICES 


195 ^ 


.61 


Service months of contributed services 


189 






, 188 


.62 


Headcount of volunteers 


.63 


Dollar equivalency of contributed (volunteer) services' 


18fr 
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Facilities Resources 

Facilities resources form the final resource category in which to 
describe the asset j of the library. The library manager needs to have 
an overall picture of the amount of facilities (physica] plant) resources 
available to the library, the costand quality of library facilities, and 
the special equipment available to the library. 

This H gndbook provides several ways to describe the space available 
within the facilities resources: the capacity of the library to house the 
collection, the actual usable space contained' within the library as mea- 
sured in square footage, and the seating capacity of the library. ThQ 
value of the library facilities is measured in terms of the estimated 
replacement cost of the facilities and the capital equipment housed 
within the library. Farther, the condition of the facilities is eval- 
uated. Also consider-':>cl isnder facilities resources is the equipment main- 
tained by the library. FinaViy, the relative rvailabil ity of equipment 
and facilities to the Vbrary's uliertele is considered. 

The general cla^sifv: r"»^.': o facilities resources is 2!;. 6. 00, where 
t d'.rignates the type .ibrar^. The inventory of equipment presented 
iyi '^-"s ^;^ct'*on parallels the inventory ;)f r^iaterials formats described 
':>necuiwr> resources^ That is, the following correspondence may 

Audiorecording * * • • • • .^:;.6. 61 Audio device; 

3.42 Cor^fputer material . ...... 62 Computer device; 

t.3.43 rJectronic display matar .al . . .t. 6. 63^ Electronic display device 
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Page No. of Definition 


'h (> nn 






m ♦ 
♦Ui 




162 


.02 


oiUU square Tccu 


201 


t.6.10 


BUILDHJG TOEU'HIFIEIIS /CHARACTERISTICS 


165 


Jl 


Building identification 


, .165 


.12 


Year of construction 


166 


• .13 


:stimated building/ facility replacement cost 


166 


.14 


Condition code 


• 166 




Satisfactory 


* 166 




PomnHol \ nn — A* 

Remodeling - B 
Remodeling - C, 
Oamolition 
Termi nati on 


166 * 
i56 
,166 
166 


.15 


Handicap Access 


166 


t.6.20 


ROOr USE CATEGORIES (A^SICMBLE oQUAL^ cccij 


25. 


.21 


■ NiSL^'Oom facil ity 


252 


22 


' -orator} .''acil i l:y 

ft 

Office facility 


252 


.23 




.24 


Study facility 


253 




Re ding/study rocn ^ 
Stack 

Open stack '"^adidtj room 


253 
253 

253 




\ 










'i 
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t.6.00 FACILITIES RESOURCES (continued) 

' USE CATEGORIES (ASSIGNABLE SQUARE FEET) (continued) 

25 Special use facility 

Audiovisual, radio, TV facility 
Audiovisual, radio, TV service facility 
• Other special use facility ' . 

25 General use facility 

27 Supporting facility 

^. Off-site storage facility 

Other'supp^rting fscrnty 



,29 
t.G.30 
^.6.40 



Unclassified facility 
FACILITIES AVAILABILITY 
FACILITIES :.lPACITr 



' Seating capacity 

Carrels 
Wet-carrels 
Dry-carrels 
i Other seating 

^2 Shelving capacity 

Linear fec^ of shelving 
Assign^^ble square feet of shelving 



t.6.50 
.53 



EQUIPMEui' IDENTIFIERS 



Equipment cwr-firship status 



Equipment owned by library 

Equipment on deposit, on loan, or rented to library 



Page No. of Definition 



253 

253 
253 
253 

253 

253 

253 
253 

253 

197 



258 

259 
259 
259 
259 

262 

262 
?^)2 

189 

189 
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CODE 
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Page No. of Definition 


t-6.00 


■ — ■ • - - 

FACTTf ' -^^ RESOURCE^ V^on 1 1 nucu ; 








EQUIPMENT 'IDENTIFIERS (conti nued ) . 






.55 

• 


Equipment availability 

lulpmant av.allable to the llbra^ry user group 


for in-library 


189 




use 


for out-of- 






»» -t 1 aK"3 o tn thp lihrarv user QrOUD 

Eouipinent avaiiaDie to tne iiuraijr uaci v^i uup 






inKv-sv-tf iica thrMiiKih rirciilation or rental 








cQui pinent not ava 1 1 »lj i c tu uaci y > 






c 

. .1^.6.60 


EQUIPMENT TYPES . 




190 


.61 


Audio device 




i90 




Audioplayer 




190 
190 

1 90 ' - 
_ 190 
190 




Audiorecorder 






Audiotape duplicator 

f • ■ ■ 






Listening center 






n+hor Aiidin devic?. 




.62 


"Computer device 

Computer . 




190 - 

190 
191 




Computer tenninal 

Other input/output device 

Other computer device 




191 

. lai 


' .63 


Electronic display device 




191 

191 
192 

192 
192 




Videotape recorder 
Videoplayer 






Television receiver 

Telewriter . ' >• . 






Other electronic display device 




^ .65 


Projecting or magnifying device 

Filr^trip projector or viewer 
Slide projector or viL...^r 




192 

192 * 
> . 152 
. ' 192 

192 

193 




Microform reader or reacar/printer 






Motion picture projector 






Other projecting or magnifying project:.- 






> 
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Page No r of Definition 


t.6.00 


■ ' 

FACILITIES .RESOmcss icontinued) 




t.6.60 


EQUIPMENT TYPES (continued) 




.67 


Graphic/reproduction device 


193 




' Printer/copier/duplicator 
Other graphic/ reproduction device ' 


193 
193 


.68 


"photographic device 


193 


.69 


Other device 

■ 1 . 


193. 
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E. PROGRAM DATA - ^ 

This section focuses upon the identification of the different 

■functions performed t?y the library and describes . these functions_along 

dimensions that are important to the Vibrar^ manager. The first part of 
this section presents a way to describe wliat programs are co.iducted by 
the library (i.e., what a library dees) and three aU:er|iatiue levels of 
detail to categorize these activities. The latter parts of this section- 
detail the dimensions by which to further describe and ^assess each jf . 
these program areas. Figure 1, Summary of Iiformation Structure for 
Libraries, presented in Chapter IZI, is an overview of prograi,.s and the 
dimensions which are discussed here. 

A library is a complex entity that consists of a number of programr,, 
each of which is a set of activities undertaken for specific purpose(s). 
requiring a' set of resources to accomplish the desired outcome.(s). For 



/ 



most purposes, it is meaningless' to describe the library as a wholfe. 
Rather, it becomes more valuable to describe the library in terms of sets 
of activities, ;.or primary programmatic categories. 

The categories of programmatic activities of libraries are difficult ' 
to derive because they relate so intricately io the level of sophistication 
existent or desired within a particular library. For example, a small . 
•library is very simply " zed with only a few programs and a limited 
data system. Ho^aver, at the other extreme, a major research library 
would probably have a large number of program areas and a sophistic? ed 
data system. Thus flexibility within the information system is essential 
to accormoda-e a variety of libraries in a^ consistent and logical manner. 

The Handbook identifies three categorizations of pro^ram,s (from-l-evel 
1 to level 3),. each success i /e level consisting of finer program divisions. 



. -9^1- 

The broadest category, 1 evel-^1 , consists? of the following programnatic 
functions: 

6 Cultural, educational, and information services 
« Resource distribution services 
^/Collection development services 
d Technical services 

(» Administrative services and administrative support services 
Level 2, categorization is slightly more disaggregate, and finally, level 
3 is the most detailed program categorization. ire 3 delineates these 
three levels of programmatic function. 

Program data are classified as t.7.^m.000, where !; represents the 
type of library, nn represents the programmatic category, and the'set of 
thre-- digits (.000) represents the measures or dimension^ by.which the 
program is described and evaluated. . . 

Prograirimat'ic Measures 

For information about programmatic categories to be^valuable, there, 
afre a number of descriptors that should be incorporated ' into the informa- 
tion structure. These descriptors can best be, determi ned as the individual 
library administrator reflects on broad questions which need to be addressed 
about each program area of the library. These questions are: 
o-What are the sources. of ^^rogram funding? 
He; much is received from these sources? ' ; 

How are these funds spent;and how can they be measured? 
6> How many and what types^of personnel resources does the library 
have at its disposal?. . ^ 
Hew can these personnel resources be described? 
How are these personnel resources utilized? 
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LEVEL 1 



Cultural, educational, and^ 
Information seridces " 



Resource distribution services- 



Col'iection development services-j— Collection development s^^-^^^s^^-^^^-Collection davslopment services 



Technical services- 



Administrative services and 
administrative support 
services 



FIGURE 3 

EVELS OF PROGRAMMATIC ACTIVITIES 

*~ 



LP/EL 2 



LEVEL 3 



Infor?T5it1ca lervlces- 



Cultliral, recreational, and, 
educati onal servi ces 



^-Circulation servicesr 



-Interinstitutional exchans 
and delivery services 



•Machine-assisted reference 

services ' - "*V . ' 

•ReadeVs and researc?rSav1sory 

services 
•Referral services 
■Research and analysis services 
•Selective dissemination of 

information services 

•Other information services 

General education Programs 
•Cultural events pn)grams 
Special services 
Other cultural, recreational, 
and educational services 

f Eq'yiipiiisnt distribution services 
-GeiK; 1 circulation services. 
'-MeKiid distribution services/ 
- Res er V6 s erv ices / 
Other circulation services 

- .;?;terl ibrary loan services 
.nterlibrary delivery s.er vices 
'Other InterinstitutionaL ex-l 
chap^a and del-lvery services 



rMaterials acquisiticn ^'--v' - 



Materials organization and_ 
control, servi ces 



; ^Ordering /Services • 
'jj- Searching and verification 
Tj services 

o| Lothei;?/'maten1aT's acquisition 
services 



Cataloging services 
Cai^alog maintenance and 



^Collection maintenance 



services 



//production services 
'ierial control services 
•Other materials organization 
and control services 

•Collection resources mainte- 
nance -services 
■Physical processing services 
•Other collection maintenance 
services 



'Coordi nati ve/ 1 eadershi p _ 
activities . 



-Manage '••ant services. 



•Logistical and physical 
plant operations 



rPlannirig and program development 
Liaison activities i 
Public -relations and development 
Ot'her coordi native and leader- 
ship activities 



r 



Financial management and 

operations 
faalth, safety, and security 

services 
Personnel services 
Lother management services 

_rLog1st1cal services ^ 
"i-Physical plant operations 
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© What tatili ties and spape can the library- access? 
^ How are these facilities utilized?" 

• What activity is performed in each of the library *s departiftents? 
What is the workload for the employees of the library and how is 

workload measured? " 

• • Mho utilizes the services of the library? ; 

What services do they utilize? i • 

How can utilization be described and measured? 
""i^^at are the outcomes of library services? 

What level of performance does the library have? 
How does the level of performance relate to the intended objective 
of the library? 

How are outcomes and performance measured to best de^nstrate 
«•. ,>.■ 

resource accountability? 

This series "of questions leads directly ta the identification of a 

parallel list of measures necessary to describe and evaluate the programs 

of the library: • ' \ 

• financial Measures ^ 

• Personnel Measures . \ • 
, • Facility Measures^ 

• Activity Measures 

• User Measures 

9 Outcome/Performance Measures / 
The first twree categories of measure— financial , personnel, and facility 
correspond to the .resources discussed earlier- Indeed these measures 
represent resource utinzation measures- The following classification 
struct - f- resource utili-zati.on measures r<nd the corresponding- resource 
category reinforce this parallel: 



' PrograiTiniat\c Measures ^ Resource Measures 

<;.7.r!n.400. Financial Measures t. 4 Financial Resources 

tj'.rm.SOQ Personnel Measures ' Personnel Resources 

. t. 7. nn.600 Facility Measures ^ t. 6 Facility Resources 

Activity Nteasures and Outcome or Berformance Measures are classified as 
t.7.nr/.7Q and iJ.rm.SO., respectively, where "t" indicates type of library 
and :"nn"' indicates the programmatic category. User measures are classifTed 
as t. 7. nn. 200 to correspond with the- classificat'ibn. of the library target • 

\' . ' 

grdup, t.2. \ 

• Each of- these categories is discussed in detail in the following 
system. Figure 1, Summary of Information Structure for Libraries (in 
Chapter III), provides a graphic overview of the information framework ^ 
thus far discussed. - ' . • • 
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CODE 



TERMS ABOUT THE PROGRAMMATIC ACTIVITIES OF THE LIBRARY 



Page No. of Definition 



t.7.00 PROGRAmATIC ACTIVITIES 

t.7.10 ^ CULTURAL, EDUCATIONAL, ASD INFORMATION SERVICES 

.11 Information services . 

Machine-assisted reference services' 
.Readers and research advisory services * 
r-siltferral services J- 
Res€»^rch and analysis services 
^Selective dissemination of information serviT^s 
' Other J,Tiforma.ti on services 

.15 Cultural", recreational, and educational services 

General education programs 
'Cultural events programs ^ • * 

Special services ' , . 

; Other cultural, recreational, an(|^ educational services 



tJ.ZQ RESOURCE DISTRIBUTION SERVICES 



. 21 Ci rc,ul ati on servi ces 

•Equipment distri'r««*-«*'^r services 
General ci^rculation servit-'=3 
Media distribution services 
* Reserve services 

Other circulation. services 



j25 Interinstitutional exchange and delivery services 

Interlibrary loan services 
Interlibrary delivefy services 
I ' Other' interinstitutional exchangerand delivery services 

t.7.30 COLLECTION DEVELOPMENT SERVICES • 



235 
235 

235 

2^5 
235 
,236 
236 
236 
236 

236 

236 
237 
237 
237 

237 

238 

238 
238 
238 
238 
238 

239 

23*9 
239 
239 

239 



EKLC 



\ 
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CODE 



. terms' ABOUT THE PROGRAWATIC ACTIVITIES 'oF THE LIBRARY 



t.l.oi PR0(3iAMMATie ACTIVITIES (continued) 



't.7.40 ^'TEdmiCAL SskviCES 



A\ * Materials acquisition services 

^OnJering services \ " . ' 
Searching and verification services 
Other materials acquisition services 

-.44 . Materials organization and control services 

' . "■. ... ' - ^ '■ 

cataloging services , ' ^ 

Catalog maintenance and production services 
Serial control services * * 

Ofher materials' organizsition and control services 



A7 



• t:.7.50 
.51 



.54 



.57 



Collection maintenance services 
' ,Col lection resources maintenance ser-vices 
. Physical processing services 
Stack ^intenance services 
Other collection maintenance services' 

ADMinSTBATin SERVICES AUD ADMVilSTPJTr/E SUPPORT SERVICES 

-Coordinative and leadership activities 
Planning and program idevelopinent 
Liaison ^ictivities ' 
Public relations and development 
Other coordi native and leadership activities 

"Managenient services 

• Financial management and operations 

Health* safety, and security se.vices 

Personnel services 

Other management services 

' >> 

Logistical and physical plant opera^ons • . . 

. Logist*' ;1 ^rvicos ' ' 

Physical plant operations ^ 



Ps^ Pio\ of Definition 



• 239 

, ^^240 

-^240 
240 
240. 

• 24bv 

240 
240 
240 ^ 
' 24U 

241 



241 
241 
241 
241 

241 

242 

242 
242 
242 
242 

242 

243 
243 
243 
243 

243 

243 
244 
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Financial Measures 1 . 

The financial measures included in this structure^of information 
encompass two basic type^ of data— revenues and expenditures. Revenue • 
data focus upon- funding sources and levels of funding, bjfir mapping these 
data to specific activity centers (programs) of the library. With respect 
to- expenditures, both program and object expenditures are considered. In 
''addition, a detailj^d classification of collectidn expenditures according 
to the types of materials acquired by the library is presented. 

In order to more clearly link these measures to individual .programs, 
a source-use matrix is provided in Summary Format 1.- This matrix provides 
an overview of the current revenues of the library and the allocation of 
t'/iese revenues. Alternatively, or additionally , an^examination of the 
expenditure categories by program may be, used. ^^A summary format--Expen- 
ditures by Program--follows the source-use matrix.. 

The utilization of the finanfcial resources by programmaj^ 
of the library is toded as tJ.nnAOO, where "t".is the type of library, 
and "mm" represents the' program designation. It is contingent upon the 
library to substitute the appropriate, programmatic code. 
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CCOE V TERMS ABOUT THE\FINANCIAL'MEASCPES QF Pj^OGRAMMATIC ACTIVITIES 



t.7.«n.4O0 FINAliCIAL bBASVBES 
t.7.nn.410 BEVmVE RESTRICTION CATEGORIES 
.411 Unresti^icted funds 

.1. 

.412 Restricted funds' ' 
c.7.«n.420 CURRENT-FUND P^EVENUE CATEGORIES 

^ .421 Governmental appropriations 

— Federal . _ - — — ' " - 

, State 
Local 

ather .governmental jurisdictilan 



p|ge No> of D^inition 
233 



.422- Governmental grants ind contracts 

Federal 
State ' 
Local 

Other jurisdiction 
.424 Private gifts, grants, '^ahd contracts 
_^425'^Endovflnent income 
.426 Generated income ' 



.429 Other current- fund revenues 

Tuition and fees (where applicable) 
Appropriations made by the oarent o rganization (where 
applicable) - . . ■ ' 

t.7.«n.430. TRANSFERRIN * ' ' 



252 
252 
252 
18T 

181 

181 
181 
181 
181 

182 

182 
182 
. 182 
182 

,182 ' 

182 

^182 

182 
. 183 

183 
182-^. 



\ 
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CODE* * <ERMS ABQUT THE FIflANCIAL tjEASURES .OF PROGfWWATIC ACTT^.'ITIES 


Page No,, of Definition 




vTrJANrTAL^MKASURES f Continued) 


• 


t.7.nn.440 


PROGRAM SKPENDXTURES (DIRECTS COSTS) 


194 


.441 


Salaries and wages • 


194 

* * 




Exempt ^professional ) employee 


193 




Nonexemot (other) employee , 


226 . . ' 


.*t*tC 


c ■ ' \ 

iPiT"? nno honp'F'f f*c * 

-Tr tli^C UCllCl i l>3 


194 




Exempt (professional) emt3loy8e ^ 


193 




Nonexempt (other) employee ^ 


■ 226 


.443 


Supplies and services • - 


194 • 


:444 


Noncapital equipment * 

^ . - »' • 


194 


.448 


External accounting expenditures 


^ 




Expenditures made by parent" organization ^ 


■ 195^ 




PynonHi furp^ m^df* bv another aoencv ^ 




Expenditures made by a central administration- 


- 195" 




Dollar eouivalencv of contributed (vo^^unteer) services 


195 . 


.449 


• 

Other program expenditures-- 


194 


t.7.rtn.450 


i' 

OBJECT EXPENDITURES t ^ 




^ .451 


Program expenditures (direct costs) 


194 


.452 


Collection resources expenditures 


195 . 




Publishing source 






Government Rub]icat1on 


217 


. - 


Domestic nongovernment publication 


^ 217 




Forelcn nongovernment publication 

. -^k ■ . . 


217 
218 




Periodical subscription (excluding microform) 


267 




X3ther serials subscription (excluding microform) 


267 




Print (or printed) books • 


/. ^ 218 




Microform 


21 9 




Other materials format 


218 




. . • v ' 





'A 
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CODE TERMS ABOUT THK r;.'!,. niAL MEASURES OF PRQgRAWATIC ACTIVITIES 



t.7.nrt.400 ^^INANCUL USASURSS.icontinue^) 

V , ■ \ 
tJ'.m.^SQ OBJECT^ E^JCPENDITURES' {continued) 

.455 Expenditures for capital assets 

.461 Mandatory* transfer-out 
.462 Norimandatory transfer-out 



\ 



Page No. of Definition 



195' 

195 



SLIHNUHBER '. 
' ' FISCAL fERIOUW 
, ^ , CUfiRENT-fUNO SOURCE/USE HAT'RIX ; ' TO' 



1 

'sj' ^ fflurce J 
rVs^ funds 

and Object . 


_ 

UNRESTRICTED 
FUNDS 


■ . , , RESTRICTED FUNDS ■ \ . 


TRANSFERS 


. TOTAL ' 
EXPENDITURES 
BY FUNCTION 

/D/hI ^ninin I 


X 

Governmental^ 
ADPropridtioiis 


Governin^ntal 
Contract's & 
Grants 


Private Gifts, 
Grants, & 
Contracts " 


EndoMipent 
Incooie 


i 

Generated 
Incopie 


\ fltt)er 


CULTURAL, EDUCATIONAL, 

ANn INFORMATION SPRUffF^ 




V- 

1 




■ fti 






• 






RESOURCE DISTRIBUTION , 
croyirfc / i 




/ 












• 

'it 


* . r 

■ ■( 


COLLECTIOrilEyf'JHENT 
SERVICES 


« 




■ ■ ■ 










/ 




TECHNICAL SERVICES 

' ■ 


I 








II 






\ 


1 


aministrAtive services 

{ ADNIl|I,StRATIVE SUPPORT 
SERVICES . 






\ ■■ 


• / 

/ \ I 


B 






; I 




COLLEQION RESCilRCES 

• . . * 


I 


— T" 


\ \. 










/• 




1—4 


EXPENDITURES FOR 
.CAPITAL ASSEIS . 


'.^ \.. ... 


I 






\ 






> 


* I . 


HANDATORY TRANSFER-OUT 
(iteioize)', - • 

ft ! 




,5 




( 


\- , 






■' 




, .... J, 

'nONMANDATORY' 
THANSFER-OUT ' 


{ 




■ t 


. A, 

' i 


1 
1 

I 










£ 1 1 1 1 IL 11_ 

■ TOTAL -REVENUE^ ' ^" 
BY SOURCE . > , 

JColm'loiah) ' 

1 




1 


1 




1 











•' . it 



EXPENDITURES BY PRQGRAH 
SUHHARY FORHAT 



.SUN NUMBER 
nSCAiPERlOFFir 

TO' 




!fcject of 
Expenditure 



Salaries 



Fringe 
Benefits 



Supplies 
and Services • 



Non-capital 



Program 
Expei^ditiires 
iSoa TotaUf 



CULTURAL, EDtlCATlONAU V 
AND INFORHATION SERVICES' — ' 



SERVICES . - 



COLLECTION DEVELOPHEHT 
SERVICES 



~7 



TECHNICAL SERVICES 



i 



ADHINISljinTlVE SERVICES, 
Al AOm'HMlVE 
SUPPORT SERVJCE^S 



COLLECTION RESOURCES'; 



■I. .1 \ 



EXPENOITURES FOR 
CAPITAL ASSETS, 



HAHDATORy TRANSFER-OUT 
. j.itemze)/ ■ 



NONHANDATORY 
TRANSFER-OUT^ 



TOTAL OBJECT ', 
EXPENOnURES'' 

(C^lm totaU) 



1 



7I — 



ERIC 



•103- 



Personnel y^asures of Library Programs 

The personnel Component of this section is concerned^ with the • 
description of personnel resources utilized in each of the^functional 
areas. Personnel* measures of library programs are described in the same 
manner in which the personnel resources of the library were -described 
previously. These' measures include both headcount and equivalent service 
months, full* or part-time ^status, and^types of employee classification. 

thus; the. general code for personnel measures of library programs 

■ i . . • 

I ■ ■ ■ ■ .->' .. J ■ : ' ■ 

is t,7. nn. 500, parallelling that of persohh^^^ (t.5.00). As 

with financial measures previously, personnel measures are the same f ar^ 

all programmatic functions. 

A jummary format for personnel measures Is provided in personnel 

and service months by program. 



J. i (J 
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CODE TERMS ABOUT PER SONNEL (MEASURES. OF LIEfy^RY PROGRAMS 



Page No. of Deflnlt^^ 



t. 7 .rm >S00 PERSONNEL mASUBES 
.501 Service nwnths 

.502 Headcounts of personnel resources - 
.503 Full-time equivalent counts - of .personnel resources 
7.7m. 510 ^ VEBSO^NEL RESOURCE CATEGORY 

:sn Executlve/adm'lnlistrative/managerial professional 

.512 Specialist/library professional ^ 
Librarian 

Media professional 
Subject specialist 
Other professional 

.513 Technical employee ' 

Library technician 
Media technician 
Other technician 

.514 Office/clerical employee 

Secretarial/clerical, employee ' ^ - 

V; Page/student assistant/shelver . 

.515 Service employee ^ 

nn. 550 STUDENT ASSISTANT 

.551 Service tronths of student assistants 

.552 . Headcounts of student assistants 

t:.7.rtn.560 CONTRIBUTED (VOLUNTEER) SERVICES 

.561 Service months of contributed (volunteer), services 



233 
18d 
188 
188 
229 
229 

229 

230 
230 
230 
230 

230 

230 
230 
231 

231 

231 

, 231 

231 
267 
. 1^8 
188 
195 
- 188 
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CODE ' 


TERMS ABOUT PERSONNEL MEASURES OF LIBRARY >RnGRAMS 


Page No. -of Definition 


'J. 7. nn. 500 


PERSONNEL MEASURES (continued) • ' ' . 


m 


6.7.mi.560 


CONTRIBUTED (VOLUNTEER) SERVICES (continued) 




.562 


Headcount of volunteers 


188 


.563 


Dollar equivalency o^ contributed (volunteer) services 


195 



- / 



^ PERSONNEL HEASURES OF 
PROGRAMMATIC ACTIVITIES 



SLIN NDMBER. 

FISCAL PERIOD PROM 

to; 

( Service Outlet 



SUMMARY FORMAT 



Headcount 



Service Months. 



Categories 

anviatic . 
ctions 


Exempt (Professional) 
Einployees 


(lonexeiDptt' (Other) 
'[ Employees . . 


1 1 

Total 
Headcount 


Exempt (Professional) 
Einployees 


Nonexempt (Other) 
Einployees 


Total 

Service 

Months 


Full-tinw 


Part-time 


Full-time 


Part-time 




RAL. EDUCATIONAL. 
NFORMATION SERVICES 






















RCE DISTRIBUTION 

CES . * 






















CTION DEVELOPMENT - 
CES.- 






















ICAL SERVICES 






















ISTRATIVE SERVICES 
OMINISTRATIVE - 
RT SERVICES 






















YEE STATUS 
m Totals) 




















I. 



o 

I 



r, 
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Facilities Measure ?- of Library Programs 

The facilities component of programmatic measures parallels the 
facilities resource measures. This section is concerned with describing 
the amount and type of facilities resources ^utilized 5y each of the pro- 
grammatic areas. This description is accomplished by measuring the amount 
of assignable* square feet' for several types of room use categories for 
each of the functional areas. 

The general code for facilities measures- is t.7.?zn.600 and corres- 
ponds to that for the facitlties resource descriptions j t.600. As with 
the previously discussed' measures, of resource utilization; descriptors 

for facilities mea^res are the same across programmatic categories and 

/ 

are designated here as,"nn," aUcwijig the substitution of the appr'oprtate 
code for the programmatic function under consideration. 

A summary format^rFacilities Measures of Library Programs—is pro- 
vided as an overview of facility use by program. 



CODE TERMS ABOUT THE FACILITIES MEASURES OF LIBRARY PROGRAMS , 


Page No. of.De^nitlon 


t.J.rm.QOQ FACILXTXES MEASURES 


. " . • . 7" 


233 


\601 Assignable square^^feet 


162 


t»7.«n.620^ ROOM USE CATEGORIES 


.. . 


252 


.62.1 Classroom facility \^ 




••252- — , 


.622 Laboratory facility \ 


'■ ■ ' • ". ' 


252 


.623 Office facility \ 




252 


.624 Study facility 




Z53 


.625 Special use facility 




2:;3 

• - \ 


.626 General use facility 




253 


.627 Supporting facility 




253 


7. mi. 650 ASSICmV FQUIPMEUT IVENTIFIERS 


189 


It. 7. rm. 660 ASSIGN.^ EQUIPMENT TYPES 




\ 


.561 X Audio device 




190 

4 


.662 Computer device 




190 


.663 Electronic display device 


191 


.665 Projecting or magnifying device 


192 


.667 Graphic and reproduction device . 


192 


.SSQ Photographic device 




193 ■ — --— 


.669 Other devicer 




193 


i 
\ 







lie 
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FACILITIES HEASURES OF LIBRARY PROGRAMS 
SUWFORHAT . 



SLIN NUHBER 

iNVEHTCdy oaf; 

(Seifise Outlet 



1>i 



ASSIGNABLE SQUARE FEET 



Rnnm 

Use 
Categories 

PrograwMtk ' 
Functions 


tt 

(/J*r 
« U 
n « 


0*r. 

no 
Jit 


(A 

•r 

Or- 
•r ♦r* 
V U 
' <*• ID 
OU. 

c 


study f(5ciH%^ ^ • 


0) 

(/) t/l 
•r 
At 
U'f- 

d) 0 
a« 

(/)U. 


General Use 
Facilities 


C 01 
Qr- 

au. 


» ' ■ 

(U 

♦r 1/1 
(f- 0) 
•r ♦r 
(Ap 

r- ♦f* 

U U 
c <0 
3U. 


Total Assignable 
Square Feet by 
Programmatic 
Activities 


E 
0 

c 


0 

ffl 

4J ■.: 


•r 
C T3 
QJ A) 


V. 

t 0<P 
(ACL 


CULTURAL, EDUCATIONAL,- 
AND INFORHATIOII 
SERIIICES y 


























RESOIillCE DISTRIBUTIOtl 
SERVICES'. , 
























\ 


COLLECTION DEI LOPt^ENT 
SERVICES . 




















t 






TECilCAL SERVICES 

* ■ 






■ 








. r ■ 

' \ 1 




i 






ADHIHISTRATh'E SERVICES 
HDHINISTRATIVE 
SUPPfiRT SERVICES . 












* 

i 




! 








\ 


ASSIGNABLE 
. SQUARE FEET . 
BY ROOH USE CATEGORY 

(Colwiin i'otal) 








1. 




1 




i 


1 






\ 

t 



Activity Measures of Library Programs * * 

The activities component describes the type and level of activities 

* • ..... V 

conducted by each program^iatic area of the library. Simplistically, 

actjviti^s can be described as th'e, output (products, services, and work 

completed) by ^ch of the progranmatic functions. of the library- This - 

~~ . ■ ^ . ■ ""■ * 

component contains extreme diversity reflecting the various activities 
- , -. v V ' ' ■ ' . . \ ■ ■ ' ■ . . .' 
and activ'ity^enters.of the library^ The individual library manager will 

want to consider selecting those measures-which mo^t clearly meet the 

needs and goals and objectives of the library. , . • : 

Since most activities are directly related and unique 'to a prjDgram- 

•matic function, the program cocle has been inserted in the follow,ing 

classification structure. The general code for the .Activities of library 

programs is t-7.nn.700, where "f* denotes ^the type of 'library ahd "nn" 

indicates the programmatic category. ^ . _ . 



CODE 



TERMS ABOLT THE ACTIVIJY MEASURfcS OF LIBRARY PROGRAl^S 



t.7>nn.70(h ACTIVIT:£ MEASURES ^ 

.701 Number af. transactions 

.702 Transaction duration 

.703 Lag time , * - , 

* » ♦ 

\ .704. Activity i^ate 

.705 Person time' 

.706 Labor cost 

• t . 7 . n . 700 INFORMATION SERVICES 
^ t . 7 • n . 720 INFORMATION CONTACT 

.721 Directional transaction 



/ 



.722 
.^23 



Group transaction 



Reference transaction ' ^ 

Catalog irifopation transaction ^ * 
Fact-finding transaction 
Literature ^search traftisaction 

Literature search of Jhe collection 

Bibliographic d :.ta base literature search 
"Combined literature search 

Other literature search / 
Readers or reseaVch advijsory transaction • 
Referral transaction 

Consnunity referral transaction » 

Other referra^^trans^alction 
; — Research. and analysis transaction 
Other reference transaction . 



ti 

Page No. of Defin 



233 

733 ^ ' 

233 

233 

234 

234 • 

234 

235 

205 

205 

205 

205 

'205 • 
206 
206 . 
206 
206 • 
206 

206 ^ 

207 
207 

207 * 
207 

207 . 
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CODE 



TERMS A'bDuf THE ACTIVITY'MEASDRES OF' LIBRARY PROGRAMS 



t.7.n-700 INFOBMATlOli SERVICSS (contin\i^(i) 

t. 7. 11*. 730 SELECTIVE DISSEMINATIOH OF INFOBMATIOli ACTVriTI 

.731 Selective dissemination of Information seai^cb . . ^ 

.732 Data base searched 

^ r ' ' • ' ' .-'■/"^ 

.733 Entries produced . ^ 

. t. 

f',7 ,11,7An . 3IBLI0GRAPHX COMPILED 3X LIBRARY EhSPLOXEE ^ 

.741 Topic of bibliography ^ 

■ ^ ,. • ... / 

= ^■.74*2 Entries in bibliography v • . . 

t. 7. 11. 7.50 ' SPECIAL CATALOG. COl^ILED 3X. LIBRARX EMPLOXEE ' ... 

■ .7^ . . Topic-of special catalog ' . " " 

. r^v .. ■ 

.752 Entries in special catalog , 

Jl .760 NONCIRCUUTED VOLUMES RESHELVED 12^10 REFERENCE COLLECTlOtf : 

•t. 7.' 1-1 .780 ' INFORMATION^ SERVICE HOURS V' ' 

t. 7. 11. 790 ■ nrffFR INFORMATION SERVICES ACTr/ITX ^ • " 

' t.7.'l5.70p CULTURAL, RECRKATIONAL, AND EDUCATIONAL SERVICES \ 

t.7. 15-710 ^ GROUP. TRANSACTION 
' i;.7.l5.740. EXSISIT .PREPARED BX^LIBRARX EMPLOXEE(S) ^ 

' t.7.15-.790 OTHER CULTURAL. RECREATIONAL. A Nlf EDUCATTONAJ. SERVICES 



Page No. \jf D'efinition 



259 

.259 
184^ 
189 
250 



269 



189 
■ 262 ' 

269 ' 

189 
. 226; *173 
• 207 

'235 
.- 236 . 

207 ' 
. 222 



CODE 



TERMS^'ABOUT THE ACTmTY MEASURES OF LIBRARY PROGRAMS 



iPage No, of Definition- 



.7.nn.700 AC7fIVITY .^EASUBES {continued) 



t.7.-21 ;00 * CmCUUTION servicss.. 



t. 7. 21. 710."' .CIRCULATION TRANSACTIOtf 

.711 General circulation trahsactivin^ 



A .712 Reserve circulation transaction 

■ « • , I.- o 

.719 Other^ circulaticn. transaction 

V -.7.21.720 ' BE^EWAL TRANSACTION 

- t. 7. 21. 730 EQUIP^NT CIRCVLATION TRMS ACTION 

■ ^ . I * 

UNCIRCULATED VOLUMES iiESHELVED ■ 



t. 7. 21.^740 
t. 7.21.7^0 
t. 7. 21. 760 
t. 7. 21. 780 
t.7.21.,- •0 

" t.7^25.>00 
c'!7.25.710. 

^ .. .711 
.712 
' ' , .7t4 



•FULL-TEXT RETRIEVAL TRANSACTION 
. "dial ^ACCESS TR/(NSACTION ^ ... 

! ' • ' . < 

\ ■ : • 

^ intralibrart. loan 
■ 0t3er. circulation services actil/'itx ' 

^ - V ■;• ., ^ \ \ ^ 

INTERINSTITUTIONAL EXCHMIGE AND DELP/ERX' SERVICES 
/ ' . ' ' \^ 

INTERLIBRARY LOAN BORROWING ACTIVITy: 

' Items requested K ^ 

r r . ' ■ ■ ^• 

Boi rowing requests ^ ^ ■ / 

Requests" filled Li thin user specified time 



•; .7^9 V other inter^iBrarv loan borrowing activity 

\ 



\ 



238 . 
1-71 . 
172 
" 172 



251 \ 
.189 
226 
200 
■IBS 
209 
238 
239 
208, 
203 
208 
208- 
208 „ 
167- 



CODE . TERMS ABOUT THE ACTIVITY MEASURES OF LIBRARY PROGKAMS--^-- 



t J. rm^7QQ -ACTIVITY MEASUnES'icontimed) ' ./ ■ 

t.7.25.700 IN'J^ld:NSTimriOifAL EXCSASGB^ AND OELIVERI ; SERVICES (continu^) 
. t.7.25.760 ifiTm,IBm:£ U)AN:LE^D^^ 



.761 Lending requests- 



.764 rilled requests 



^1 



Page NOo of Definition 



In or^lginal vform^i 
I n "rep ro du c ed -format ^ 



'i. 7. 25. 780 BVU^LENDING 

^""^ - ' ■ I _ ; ♦ • 

t . 7 . 25 .79'0^ OTHER INTERINSTITUTIONAL EXC ^AmE AND DELIVEII SERVICES 
ACTIVITY ' ;. ^ ^ ^ ' •/ 

t . 7 . 30 . 700 COLLECTION DEVELOPMSHT SERVICES 

t. 7^30. 710 ' TITLES ADDED TO THE COLLECTION' RESOURCES 

JU Periodical , * ' ^ 

.712- Book* ^ . . \ . 

.719 . nther materials format 

I ■ 7. 30. 730 TITLES REMOVED FROM THE, COLLECTION RESOURCES 

♦ * .731 Periodical 

.732 . Book . - 

■ .739 nther materials format 

_tv7.30.770 ■ PHYSICAL UNITS TRANSFERRED ^gnv nKmHRAL LIBRARY COLLECTION ^ 
■ ' .-' TO 'OFF^SITE STORAGE COLLECTION 

• t.7.3b.790 ■ OTHER COLLECTION DEVELOPMENT SE RVICES ACTIVITY 



1 



2.:3 
208 
209 

209 . - 

209 ; ^ 

167 , . ; 

239 
239 
175 
218 
218 
218 

o ■ ■ 

'175 ' ■ ' ' 

218 

218 

218 

175. 173. 174 
239^ . \ 

o 



ERIC 



120 



\ 

CODE 



TERMS ABOUT TuE ACTIVITY MEASURES OF LIBRARY PROGRAMS 



Page No. of Definition 



t.7.n7i.700 ACTIVITX MEASUR^ (continued) 
t. 7 .41 . 700 ' MATEBIALS ACQUISITION SERVICES 



7 .41 . 71 0 MATERIALS ACQUISITIOn COUyiS * ^ 

.711 Publisher source \ 

Goyemment publication 

Domestic nongovernment publication 

•Foreign nongovernm^t publication 

.712 Materials format of acquisitions ■ 

/ * ... ' Pnfnt (or printed) . material - 
' Book " 
Periodical ^ ( 
Other serials services ' 
Other print (or pfinted) material 
Hlcroform 
" Other material 

.713 Titles added - . ^ 

.714 Physical units added ' 

.715 Subscriptions maintained (including duplicates) 

.716 Physical units and/or subscriptions received gratis or 
through exchange 

.717 Physical units and/or subscriptions acquired jointly with 
another library or agency 

• 71 9 - Other materials acquisition counts 

2:.7.41 .720 ORDER CARDS GENERATED 

2:. 7.41.730 PURCHASE ORDERS GENERATED 

2: . 7 . 41 . 740 SLAHKET ?URC}-a£^ ORDERS MAINTAINED 



240 
216 



.217 
217 
217 

218 

218 
218 
218 
219 
219 
_219 



175 
175 
267 

175, 267 

■175, 267 

216 

227 

247 

165 



12 



CODE ' TERMS ABOUT THE ACTIVITY MEASURES' OF LIBRAKY PROGRAMS 



tJ^rtn.lOi ACTJr/XTTMEASUBES [continued) , 

tw7v.41.700 IjiAOTERIALS ACQUISITXOli SERVICES (continued) 

\ ■ . ^ I • 

t.7.41.750 APPROVAL PLANS MAlHTAim)' ^ \ . 

t.7. 41 . 760 ^ STANDING (CONTINUATION f ORDERS IfAINTAINED 

^ 7,A1,7qn • 'other MATERIALS ACQUISITION SERVICES ACTIVITY 

t^. 44. 700 MATERIALS ORGANIZATION AND CONTROL 

i;. 7.44. 710 CLASSIFICATION SYSTEM El'tPLOYED 

.711 Library of Congress (LC) Clas^fication, ^ 

..712 -Dewey Decimal Classification (DDC) 

.713 "^Superintendent of" bocUnents (SuDoc) Classification 

..7-19 n^-hPr rla<;,^1fi cation sVstem ,; • ^ 

c. 7. 44. 720 RECrASSIFICATION ; • ' 

5-7.44.730 AUTHORITY FILES MAlNTAItJED'^ 

.731 Name authority list or file 

.732 Subject authority list or file 

.733 Serials authority list or file 

' -.734 Combined aut^rity list or file 

.739 Other authority list or file 

44. 740 CATALOGING ACTP/ITY 

.741 Original' cataloging , - . 



Pag„e No. of Definition 



162 
'266 
240 
240 
,172 
172 
172 
' 172 
Vl72 
171 
163 
163 
163' 
163 
' 163 
163 
169 
169 



\ ■ ' cope 


TERMS ABOUT THE ACTIVITY. MEASURES OF LIBRARY PROGRAMS 


Page No. of Definition 


* 7 mt. 7QQ 

^ » / » fjUh • I \J\J 


ACTIVITX MEASURES (continuBd) ' 


* 


t 7.44,700 


MATERIALS ORGANIZATION AND CONTROL (continued) 




t.''744.740 


" CATALOGING ACTIVITY (continued) 




.742 


Derived cataloging 


169 . 




Sources of .derived cataloging 


170 




Automated network catalog record 


170 




tatal ogi ng-i n-publ i cati on 


170 




Library of Congress card or card copy 


170 




fiational Ui^/ion Catalog ; . - J" 


170 




^ Precataloged material 


170 




Other source 


170 


.743 


Brief cataloging 


170 


. .747 


Recataloging 


170 


/ .749 


Other cataloging activity 


169 




>' '. ' ' 


i 

161 






161 ' 


7 M 7Rn 




168 . 


.781 


f 

Type 




• 


Card catalog 


. 168 




Book catalog 






riuiicuciuciiuvj 


168 




Microfilm catalog ' 


168 




Online computer catalog ^ 


168 




Serials list 


168 




Other 


,169 


.786^ 


Catalog record production 


.169 




Catalog records produced in-library 


169 




Catalog records produced via external agents 

. ' * 


169 



, . \ • -.■.126' 
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CODE 


xroue Aonirr Tur ArTTl/TTV MrA^IIRP^ HP 1 TRRARY PROGRAMS 
TERMS ABOUT Trie ALIiVliT ntMoURto ur Lionnrvi rr\wuivvw 


Page No. 


of Definition 


t. 7 ;nn. 700 


AC7IVXTY MEASURES (continued) 






t.7. 44.700 
t.7.44.780 


MATERIALS ORGASIZATIOH AND CONTROL (continued) 
CATALOGS MAJHTAINED (continued) 






.787 


Catalog activity • 

Catalog records auded to catalog 
Catalog records deleted from the catalog 
Catalog records replaced with hew records 




168 

< 

169 
169 

165 * 


t.7.44.790 


OTHER MATERIALS ORGANIZATION AND CONTROL ACTIVm 




240 


7. 47.700 


COLLECTION MAINTENANCE SERVICES * ^ ■ ^ 




241 ; 


. t.7.47.710 


. COLLECTION RESOURCES MAlNTEh'ANCE ACTIVITY 




177 


.711 


Bindilfig and refainding 




177 


.713 


Materials conversion 




178 


.715 
.71^9 


Preservation ^ ' 

Other collection resources maintenance activity 




178 
178 


. t.7.^;7.720 


• ' • PHYSICAL PROCESSING 




231 


tt. 7. 47. 790 


OTHER COLLECTION hiAlNTENANCE SERVICES ACTIVITIES. 




"241 


;,£r.7.50.700 


ADMINISTRATIVE SERVICES AND ADMINISTRATIVE SUPPORT SERVICES * 




241 


.t.7.50.710 


\ 

'LIBRARY EMPLOYEES • . " • 




188 


.711 


Service months^f personnel administered 




188 


.712 


Headcounts of personnel administered 




188 


t.7.50.720 


- / • ' ' 
EXPENDITURES ADMINISTERED 

1 ' . , 




194 



" « - f - 

ERIC 



119-7 









CODE 


TtRnS ABOUT Tnb MLIiVlIT ntAoUKcd Ur LiOKMrvT rKUunMno 


Pa'hp No O'f D^'finition 

I^OMC l«W • Ul Us 1 III 1 wiwii 


t. 7. MM. 700 


ACTlviir MEASURES (continued) 




t.7. 50.700 


ADMINISTBATXVE SERVICES AND ADMIliXSTHATIVE SUPPORT SERVICES 






. (continued) 




t, 7.50. 730 


FUND BALANCES 


199 


t.7.50.740 


V CURREHT-'FUND REVENUES 


181 










*■ 





/ 




/ 




Users of Library Programs ° ' 

The -user component of the Handbook parallels the target group 
measures'outlined in Section C of this chapter. Appropriate descriptors 
which most closely correspond to the type of user-s of the library should 
be employed by the individual library. For academic libraries, users 
have been described in terms of the types of students, the disciplines 
of sJ-.udents and employees who use the library, and nonmembers of the 
target group. These data need to be linked to the types of uses made by 
these individuals. For public libraries, users have been defined by age' 
and. residence and should be examined along with the type of use associated 
with these groups. Similarly, in special libraries, users can be cate- 
gorized by the research or information interest of the user, along with 
the levels and types of use made of' the library. For school libraries, 
the level of students and the types. of materials may be explored. Type 
of use- is generally measured by the program employed as designated by the 
code "nn" within the classification structure. It should be noted that 
the special and school library components are still in the developmental \ 
Stage. 

The general code for users of library programs is 7. nn. 200, where 
"t" is the type of library and "nn" indicates the programmatic category. • 
This classificatipn parallels the code t.2.00 for target group. Since , 
descriptions of the users are tied to the type of library, the type of/ 
library is included in the code. However, programmatic functions are^^ 
not specific and are therefore listed as "nn," allowing substitution at 
the appropriate time. ' 
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CODE 


' TERMS ABOUT THE USERS OF LIBRARY PRoi?AMS 


Page No. cf Definition 


.ct.7.«n.200 


USER GROUP . . • . 


270 


.201 


Census date 


' •■ 171 - 


.202 


Headcounts of user group 


204 - . 


t 

t.7*mi.210 


USER GROUP IDENTXFIERS/TRArrS 




.211 


Individual identification 


268 


^ .212 


Age ranges 


16T' 


.213 


Sex . ■ . • 


262 


.214 


Race/ethnic identification 


249 


; .215. 


Handicaps category ^ o 


203 


.216 


y 

Language proficiency 


212 


.217 


Disadvantage status ' 


A- 

185 


.1.7-nn.226 


ACADEMIC LIBRARi USER CROUP ' ■ ^ ' 


159 


.224 


Academic student counts of user group 


160 




Academic student . level 


160 




Undergraduate students ' ,f 


160 




Graduate students 


160 




I^ndegree/nondiploma/noncertificate students 


160 




Academic student major program 


160 


.225 


Academic institution employee counts of user grouji - v 


188 




Research (instruction) esnployee ' - s 


252 




Discipline/subject matter 


252 ^ 




Level of research' Involvement 


252 




other academic institution employee 


188 


.229 


Other academic library user qroup 


159 


^■ 







CODE. 


' TERMS ABOUT THE USERS OF LIBRARY PROGRAMS ^ 


Page No. of Definition 


t.7.r»i.200 


USBk'iiROUP (continued) 


«» 


2.7.7W.230 


•t' ■ . ' ' ' ' ' 
PUBLIC UBBARI USSR GROUP ' ■ . ' 


. 247 / 


■ .232 


Educational attainment (of adult library user) 

\ 


137. 


:.233 


Emplovment category (of adult library user) O 


24o 


.234 


Family Income (of adult library user) 


246 


.239 


Other public llbrarv user group 


'247 


3-7.nn.240 


SC300L L.[BMR:^/MSDIA CSNTER user GtiOVP 


256 


.244 


School grao* or year enrollment of student user 


.258 


- .245 


Headcounts of school empioyee user grou^ 


204 


.249 


Other school nDrary/meaia center uicr yruup 


256 


■4.7.«n.250 


SPECIAL LI3RAR}t SERVING AN INSTITUTION OP POST SECONDARY 
EDUCATION USER GROUP 

(see descriptors for academic library user group) 




5.7.nn.260 


SPECIAL LIBRARY IN THE PRIVATe" SECTOR USER GROUP 


266 


.Z6Z 


Headcounts of parent institution employee user group 


- 204 




Research (instruction) employee 


. 252 




Level of researcn invoivenKni. 


252 


• 


Discipline/subject matter 


252 




Other employee 


1§8 


.269 


other special llbrarv user group 


266 


6.7.nh.270 


. SPECIAL LIBRARY MAINTAINED BY AND SERVING A GOVERNMENT 
AGENCY- USER GROUP - * 


266 


.272 


Goverrtment officials who use library 


26$ 



CODE 



'TERMS. ABOUT THE USERS OF LIBRARY PROGRAMS 
— ^ ' 



Page No. of Definition^ 



t.7.nn,Z0U USER GROUP ("Continued) 



6,7.«n.27D SPECIAL LIBRARY- mjNT^NED 31 AND SERVING A GOVERNMENT 



AGENCX USER GROUP (continued) 



.273 , Headcolint of agency employee user group 

/ Research (instructipn) &mip..loyee 
Level of research involvement 
• ^Discipline/subject metter ' 
Other employe e 

.274 Contractors to the agency In user group 

.279 Dther special library user group 

' 6.7-WJ,./i80 INDEPENDENT SPECIAL LIBRARY USER GROUP 

(categories of target group should be- self-defined) 

6,7.nn.Z90 OTRER SPECIAL LIBRAIfS USER GROUP 

(categories of target group should be self-defined) 



204 

252 
252 
252 
188 

266. 

266 

266 



266 



132 
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Qutconie or Performance Measures • j/^ 

Outcome measures represent a major component of management informa-^ 
tion; one which is difficult to articulate and measure. In reality}/ 
divisions within a library exist to carry-^n a number of activities,. , 



These activities are translated into objectives which should be quanti- 



' ■ ' II 

fiable and combine, to form programs. Outcomes are measures of the results 

impacts, or consequences of programs which represent what the library 

• ' . • >! ' ■ 

sets out to do..._ ' • ' // ^ ' * 

..- " ■' ' ''^ ' 

. From a practical standpoint, the mea:';urement of impact cor/tinues .to 

. * • ■ ■ . ■ .. . Il- 

be elusive, if not impossij^le. Examples of outcome measures that are 



concerned with impact illustrate the complexity of outcome measures. For 
exafiiple, the dollar value of improved^ decisions cJr the impact of the inter 



libraVy loan program are intricate and difficult to measured This is most 
clearly exemplified in the academi>^ or school library whej^e the' concept 
of impact of the library is linked directly to the assessment of educa- ^ 



tional outcomes or results of the educational program, //in this case, it 
is impossible to disassociate the impact directly attributable to-the 
library and tiat linked to instruction. Given these ^bvious complexities, 
the concept of,outcomes has been translated within this structure into, 
terms of perfonnance measures— a decidedly more realistic concept to 
codify and measure. 

Performance measures represent a set of measures that assess the 
library's level of objective attainment. Performance measures have two 
perspectives— internal and external. The internal, perspective relates 
to the level and adequacy of performance that are managerial concerns of 
the library. For example, the error rate of personnel and fiscal trans- 
actions is a management concern. In contrast, the external perspective 



of performance concerns the" ability of the library and its acti\itfes to 
meet the. needs of the users^. An example of a- performance measure from 
this perspective is the user satisfaction with information services. 

As is readily apparent ^rom the discussion thus far, the area of 
outcome/performance measures is-one thfeit is yet developing. Nonetheless, 
a number of 'criteria can be isolated as critical to institutional perfor- 
mance. These criteria include:* . . ' 

1- . 'policy effectiveness 

2. operations effectiveness (including user satisfaction) 

3. resource effectiveness 

' 4. budgetary control . " 
5. work environment/staff morale 

staff competence ... 
7. productivity • ' ' . , 

8. . accuracy " . ' 
9. timeliness 

These performance variables are applicable to each of the- functional 
areas of the library. The idiosyncratic nature of pisrformance measure- 
ment, and the fact that outcome/performance measures must be closely 
linked to specific objectives of the individual library preclude dictating 
specific performance measures. This , circumstance necessitates a very ' ^ 
individualized approach to the development of outcome/performance mea- 
surement. ^ 

By way of example, a number of possible performance measures are 
provided here: 

1. Policy effectiveness : percent of reference questions answered^ 
by reference collection; percent of circulation that is re- ^ 
newed; user satisfaction with circulation policy/ ^r^, 



. 2. Operations /effectiveness ; ^user satisfaction with library pro- ' 
- ' grainSi percent of interlibrarV loan borrowing requests filled 
through first channeT queriod; nuipber of order requests by 
users for mater'jals already on. order dr in collection; percent 
of purchases which. cTreylate within a year of receipt. 

3. Resource ef f ect'i venes s : percent of , grant/contract applications , 
awarded; percent increase of current year revenues over previous 

■ year. ' . . ■ . . ' ■ , , 

4. Budgetary control : percent of total budget spent during year; 
percent of materials acquired at l.es? than publisher's stated • 
price; operating surpluses arising from provision- of user 
copying services. , . 

5. Work enviroatiient/staff morale : eipployee satisfaction; average 

■ number of sick days taken .per employee; employee turnover rates. 

6. Staff competence : experience in job; usar satisfaction with 

" library-employee attitudes. ■ 

7. Prodiicti vity : . amount of activity performed, per dollar expendi- ' 
ture or service months of personnel . ^ . .' 

8. Accuracy : percent of reference questions answered accurately; 
percent of items reshelved correctly;, error rate in circulation 

, records-; error rate of catalog entries; percent of total col- 
lection recataloged due to "inaccuracy. 

9. Timeliness : lag time' between receipt of reference' question and 
response; percent of interlibrary loan borrowing requests ,fi lied 
within user specified time; percent of total purchase orders 
issued" that are out-6f-stock; number of days re(^ui red. to catalog 
the backlog; p'srcent of items requested while in cataloging pro- 

' cess; median/modal elapsed time required for physical processing 

Since each of these performance measures is tied to a prograrmiatic 
function, each appropriate function is coded. The general code for per- 
formance is t.7.nn.80t where "t" indicates the type of library and W. 
indicates the programmatic categories • 

Specifically, classification of perfbrroance measures is as follows: 

t ' type of lic^rary 

tJ ^. program data! code 

,t.7.nn programmatic function, level 1 or level 2 

4.7. perfomance measure, code . 

t.7.rm:S0 performance variable, 1 through 9 as- listed above 
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OUTCOME 'OR PERFORMANCE MEASURES OF THE LIBRARY 



t.7.mi..8O0 OVTCqm OR 'PERFOBMANCE MEASURES* 
t.7.rtn.810 Poorer EFFECTIVENESS 
t.7.nn,820 OVERATXONS 'EFFECTIVENESS 

I t.7^«n.'830 . RESOURCE EFFECTIVENESS 
6.7.n72.840 . BUVGSTARl CONTROL 

t.7.rtn.BS(} , WORK ENVIRONMENT/STAFF MORALE 
t.i.rtnMQ STAFF, COl^ETENCE 

t.7Vn7i.?80 • ACCURAC:^ 
t.7.nn.890 TIMELINESS 



Page No. of Definition 



234, 23$' 
'^^ -234 
' 234 
' • ^ 234 . ^ 
' 234 

234 - 
234 
2G4 

V?35 

235 * 



CHAPTER. V 
REPORTING AND RECORDING" 



Intraduction 

Hairing completed the structure of information, and having* outlined • 

the intended uses, of this Handbook , ft is appropriate to, evaluate two 

'J. . > 

^major ^cets of data^-collection and use. As. underlined in earlier 

•chapter^ of this Handbook! specific determination of the types of dat^t 

. ■ ■ -J ■ ' . . • ^y-' ' 

.to. be collected at the individual library is largely dependentupon the 
_types of daTta uses and requirements of that setting. Therefore, specifi( 
collection techniques and specific uses cannot be -fully documented in 
such a broad guide as the Handbook . However,^ a numbed of general guide- 
line$ and suggestions for data collection and use should be addressed'* 

Principles of Data Collectidn and Reporting 

In order .to^ensure accuracy and '*util ity in a system of 'data,^a num- 
ber of "guide Vines should be observed^ The American National Standards 
Institute (ANSI) Z39. Subcommittee on Library Statist^ '^(Z39,7) has 
enumerated several basic [Drinciples of data collection and data presen- 
tation. The following six general principles are provided here with 
comments (in italics) relating these to the- Handbook : 



American National Standard for Library Statistics , Draft for Discussion, 
1978* Members of Subcommittee 7 are: Ellen Altman, Indiana University; 
, Evelyn Daniel , Syracuse University; Ronald Dubberly, Seattle Public 
.Library; Janice Feye-Stukas, Minnesota Office of Public Libraries! * 
jC. James Schmidt^ State Univevsity of New York at Albany; and Katherine 
Emerson, Chair, University of Massachusetts Library at Amherst. 



General Principle 1 : Agreement of Expenditure Categories with other 
Reporting Categories. 

The same categories should be used for expenditures as used in the / 
rest of the report for staff, resources, services, etc. Every - 
categorrin which expenditures .are to be reported should also be 
iseparateiy identifiable. 

^ • ■ ■ 

(This pi*inoi-ple has been aaoomnotlated within the Handbook by the 
use of standard' categories and levels of deiiail aormon' to both, 
program measures and resource measures.) , • ' 

General Principle 2:' Need for Estimates. 

If an exact figure is not available for.a.'particular^item, but the 
amount is known to 'be greater than zero, the library should enter 
an estimate of the amount and indicate that the figure is an esti- 
mate by parenthesis ( ). , , 

(While e'stimates are of particulor importance where informzHon i» 
unavailable, such estimates should be based upon rational assess- 
ments; estimates which are grossly inacauimte should .nat be re- 
ported. ) . - , ' x ■ . 

General Principle 3: Accountability of Categories. 

Reporting should be. in mutually exclusive categpries insofar as 
possible, so that total resources, expenditures, etc. can be derived 
from subtotals listed by categories. > 

(Both the classification and glossary stress elements of information 
which are both mutually exclusive and additive; cautvon should be 
exercised, however, when combining data, such as *9ambfr of tvtles, 
from groups of libraries, if such data may be dupUcattve from 
setting to setting.) ' ■ 

General Principle 4: Collections as Resources. 

Collections should be treated insofar as possible as resources that 
are available to users as intellectual resources independent of 
physical format (so that, for examplei, one library's holdings^of 
a parti cuTar>eries of 20 volumes is listed, as the- resource equiva- 
lent of another library'' s holdings of the same series in the form 
of reels of microfilm or a number of microfiche). 

(Collections are handled as resources within' the cont&ct ^fthe 

structure of information. Both measures of physical diMiensvona ana 
' intellectual content are provided. The former is necessary , or 

such management concerns as facilities planning and equipment 
: access; the latter is necessary to .provide a measure of collection 

content.) 



General Principle 5: Equipment Required for Nonprint Materials. 

Where nonprint material . can become accessible to human users only 
when amplified, projected, or magnified, tl\e equipment necessary 
for this purpose becomes an integral part of that collection and 
should be considered in relation to the materials. 

^ . ^ ' ' ■ ■ * • . 

(Equipment^ in general y is aonsidered as pccr-6 of the resources 
" availdblet^to the library throughout the Handbook. While those 
pieces of equipment required to access nonprint materials are not 
considered to be a part of the collection resources of the library y 
the classification structure employed allows for appropriate links 
to be made between materials types and related equipment. ) 

General Principle 6: Reporting of Income in all Forms. 

All* income should be reported, whether it^comes in the form of money 
or in-kind materials', or services, p^cfVided by the° regular budget, 
by government subsidy (e.g., C ETA employees, workstudy students), 
by volunteers, donors, or whatever source. 

(While such d reporting rigor may be desirable^ evidence suggests 
that this principle y although sounds is impractical. The value 
of donated services and ^donated materials y for example y needs to 
be considered in context. The basic question of value is dependent 
upon whether the library would have procured such materials or 
serviced ordinarily. For this 'reason^ the Handbook examines only 
those services provided to the library which are significant to the 
library. In the case of donated materials ^ examination is given to 
the volume of materials acquired and kept through gift. Services 
and other items which are provided through government subsidy or 
other source of income are considered as, .income to the library ^ if 
such services or items are significant to the library.) 

A few additional points about data collection should be made. Cer- 
tain types of information-gathering — such as that about users and perfor- * 
mance— may be too burdensome to incorporate into routine data collection 
activities. Due to the costs associated With collecting information, data 
collection can be reduced through sampling metf^odologies, arid sampling 
should be preferred over extensive data collection. For certain informa- 
tion, however, sampling is inappropriate (e.g., for personnel , financial , 
and facility data). The library administrator should be aware of those , 
data collection activities which are conducive to sampling, and follow 
appropriate inethodolpgies. ' ' . 



i 
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in order to^avoid duplicative collection, activities and to guarantee 
a higher degree of accuracy in data collection activities, it. is of par- 
ticular" importance to identify suitable data collection points within the 
library. Increasingly, library automation provides data by-products which 
are useful to management information. For this reason, the library manager 
should tap-thi=s capacity for information and avoSd unnecessary manual'data 
collection routines". In manual systems, it is important to note that 
information is most accurate at the source; thus, data collection- routines 
should, to the extent possible, be provided as by-products of the li^brary's 
activity. 

Finally, better information is to be preferred over more information. 
In determining the types of data to be collected at the individual library, 
information should be gathered only when and where justifiable, and not 
for the simple exercise of data collection. 

Guide to Levels of Reporting 

As indicated earlier, this Handbook is not. intended to dictate the 

types! of data collected by the individual library' or by groups of libraries 

However, in an effort to identify the, information needs' at national and 

statJ levels, an attempt has been made to isolate those types of data 

■\ ... ^ 

whicji are required at the local level to meet the perceived information 

needs of external agencies and organizations.- Figure 4 presents an over- 
view of the types of data which are suggested as meeting the needs of 
varying levels of data collection. Within this context, elements iden- 
tified and defined in this Handbook have been detailed at Level III of 
this figure; combinations of these elements are identified in Levels I 
and II. This broad examination suggests the types of data which might be 
desirable at state levels in Level II and at national levels in Level I. 
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FIGURE 4 

LEVELS OF ENVIRONMENT MEASURES: EXTERNAL SEHING 
AND INTERNAL ORGANIZATION 



LEVEL I 



LEVEL II 



IDENTIFICATION 



.IDENTIFICATION 



LEVEL III 



IDENTIFICATION 



Corporate name of parent organization 
ANSI Standard Library Identification fiumber (SLIN) 

Location 
Address 

U,S. congressional -district 
State senate distrkt 
State legislative district 
Standard Metropolitan Statistical/ftrea 
City 
County 

State/ territory / 



LEGAL CONTROL/ IDENTITY 



Public 



Private 



Other 



LIBRARY nPE 



Academic libraries 



Public libraries 



School libraries 



LEGAL CONTROL/IDENTITY 



-Public- 




-Private- 



-Other 



LIBRARY TYPE 



-Academic 11 bran* es- 



-Public libraries- 



-School libraries- 




LE''iAL/CONTROL/ IDENTITY 

rFederal /dominion 

State/ pravi nee 
-^Territorial 

School distrlct(s) 

County/borough (or counties) 

Regional 

Municipality (city, township, 
etc. ) 
LOther 

•Proprietary 
-Independent, nonprofit 

Affiliated with a religious 
group 

Other 



-Other 



LIBRARY HPE 

-Two-year 
-Four-year 
-University 
Lother 



rUrban 
Rural 



r-Elementary school 
Junior high school 
Middle school 
Secondary school 
Other school 
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LEVEL I 



LEVEL II 



LIBRARY TYPE 



Special libraries 



RELATIONSHIPS TO OTHER 

ORGANIZATIONS AND OTHER 
. LIBRARIES 



LIBRARY. TYPE 



i-Special libraries in 
academic institution, 
setti ngs 



Special libraries In the^ 
private sector 



SpeciaT libraries in 
Federal, state, or local- 
government agencies 



-Independent libraries- 



Other special libraries— 

RELATIONSHIPS TO OTHER " 
ORGANIZATIONS AND OTHER 
LIBRARIES 



LEVEL III : 

T 

LIBRARY TYPE* 

Law library In an academic 

institution 
Medical/health sciences library 

in an academic institution 
Engineering and sciences library 

in an academic institutic 
'Theology library in an ,cac:^..^:' 

institution 
•Arts and humanities 'library fn 

an academic Institution 
Other special library ^n 

academtc, insti tutlon 

Special library in trade and 
professional organizations 
(including trade unions, 
county bars, technical ^ 
societies, and other trade 
and professional organizations 

•Research and development 
organizations 

•Marketing organizations 

•Production organizations 

-Business and service organiza- 
tlons (including banks, 
hospitals, law firms, and ' 
other business and: service 
organizations) 

-Other special libraries in the 
private sector 

l-Special libraries in Federal 
agencies* 
Special libraries In state 

agencies 
-Special libraries in local 
agencies 



-Independent libraries 
-Other special libraries 



RELATIONSHIPS TO OTHER 
ORGANIZATIONS AND^^THER 
LIBRARIES V. 



Cooperative endeavors • *j « 

Identification of cooperative, network, or consortium 
Corporate name of-cooperative, network, or consortium 
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LEVEL i 



LEVEL II 



LEVEL nr.. ' 



RELATIONSHIPS TO OTHER 
ORGANIZATIONS AND OTHER 
LIBRARIES ' 



Number of cooperating 
libraries In each 
cooperative, network, 
or consortium 



RELATJQfiSHIPS TO OTHER 
ORGANIZATIONS AND OTHER 
LIBRARIES 



Number of libraries In 

region, state, etc. 
• cooperating In each- 
cooperative, network, 
or consortium 



RELATIONSHIPS TO OTHER 
ORGANIZATIONS AND OTHER 
LIBRARIES 

Academic libraries 
Public libraries , 
School libraries 

Special libraries in an academic 

institution setting 
Special libraries in the private 
' sector 

Special libraries in Federal 

govemrrient agencies 
Special libraries in state 

government agencies 
-Special libraries in local 

government agencies 
Independent libraries 
Other special libraries 



Activities sponsored by cooperative, network, or consortium 

Collection development services 

Materials acquisition 
• Materials preparation ■ ' 

Inter! ibrary loan 

Information servij:es 

Other 



.SERVICE OUTLETS AND " ' 
FACILITIES AVAILABILITY 



Facilities avail abi Id ty 
(total hours number 
of service out\ets) 



SERVICE POINTS AND. 
SERVICES AVAILABILITY 



Facilities availability . 
(total hours number 
of service points) 



SERVICE OUTLETS AND . 
FACILITIES AVAILABILITY 



•Number of service Outlets- 



•Total number of hours 
annually that service- 
outlets are open 

SERVICE POINTS AND 
SERVICES AVAILABILITY 



Number of service points- 



Total number. of hours _ 
annually that service 
points are open > 



SERVICE OUTLETS AND 
FACILITIES AVAILABILITY 

Central (main) library 
Number of branch libraries 
•Number of bookmobiles /media 

mobiles 
Other service outlets 

Number of hours annually that 
- that each service outlet is 
open 

SERVICE POINTS AND 
SERVICES yjVAILABlLlTY . . 

^•Number of service points 

within central (main) library 
^unber of service points 

within branch libraries 
, .dumber 'Of bookmobile/media 

mobile stops. 
LNumber of service points 

within other service outlets 



-Number of hours annually that 
each servicXTJCint is open 



4 



LEVEL I 



LEVEL II 



COLLECTION AVAILABILITY 



Col 1 ecti on ava i 1 abi 1 i ty 
(total hours number 
of collections) 



COLLECTION AVAILABILITY 



Number of discrete, 
collections 



Total number of hours _ 
annually that, 
collections are open 



/ 



LEVEL III 



COLLECTION AVAILABILITY 



-Number of discrete collections 



-Number of hours annually that 
. each collection is open 
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LEVELS OF MEASURES: 'TARGET GROUPS 



LEVEL I 



TARGET^ GROUPS OF ACADEMIC 
, LIBRARIES ' 



Enrollment 



Institution employees 
headcount 



TARGET GROUPS OF PUBLIC 
LIBRARIES 



LEVEL II 



LEVEL III 



TARGET GROUPS OF ACADEMIC 
LIBRARIES 



Undergraduate headcount. 



Graduate headcount- 



Nondegree/nondiploma/ — 
noncertlficate students 



Instructional /research, 
personnel headcount 



•Other employees headcount. 

TARGET GROUPS OF PUBLIC 
. LIBR/\RIES 



TARGET GROUPS OF ACADEMIC 
LIBRARIES 

[Undergraduate enrollment by 
discipline . 
Undergraduate enrollment by 
status (full-time, part-time) 

rGraduate enrollment by discipline 
■^Graduate enrollment by status' 
(full-time, part-time) , 



— lionde'gree/nondl pi oma/noncerti - 
ficate students 

[Instructional /researcn personnel 
by discipline 
Instructional/research personnel 
by status (full-time, part-time) 

rOther exempt employees 
■*-Nonexempt employees 



TARGET GROUPS OF PUBLIC 
LIBRARIES- 



Primary service area 



Population of primary service area 



TARGET GROUPS OF SCHOOL 
LIBRARIES 



TARGET GROUPS OF SCHOOL 
LIBRARIES .. 



TARGET GROUPS OF SCHOOL 
LIBRARIES 



Average daily membership 



3 



/ 



li 
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LEVEL I 



LEVEL II 



LEVEL III 



TARGET GROUPS OF SCHOOL 
LIBRARIES \ 



Lowest and highest grades 
or years 



TARGET GROUPS OF SPECIAL 
•"LIBRARIESIj 



™get groups of school 
libraries 



^Grades represented by 
reporting school 



TARGET GROUPS OF SPECIAL 
' LIBRARIES 



TARGET GROUPS OF SCHOOL 
LIBRP.RIES 

Grade enrollment or year placement 

Prekindergart^n 

Grade 1 

Grade 2 
■tSrade 3 . 

Grade 4 
-Grade 5 

Grade 6 

Grade 7 

Grade 8 , 

Grade 9 4.'' 

Grade 10 

Grade 11 
-Grade 12 
-Over grade 12 • 
-Ungraded 

1 year 

2 years 

3 years 

' 4 years^ 
5 years 
S years 

7 years 

8 years 

9 years or above 

ta:iget groups of special 
libraries 



Employees of parent orgatiization 



Affiliates of parent organi2atio5? 



Other users 



■ / 



LEVEL I 



LEVELS OF MEASURES: COLLECTION RESOURCE^^ 

LEVEL lU ' LEVEL III 



COLLECTION DESCRIPTION 



Books and other pritit 
^materials 



Microfonn 



Other materials 



COLLECTION OESCRIPTION 
Books '■' 



Serials- 



•Other print materials 



-Microform 



-Electronic display material 



Audiorecordings « 



Computer materials- 



Projected and magnified, 
material 



Other material 



COLLECTION OESCRIPTION 
— Books^ 



EPeriodicals (bound, unbound) 
Newspapers' 
Other seriVls (bound, unbound) 

V 

rVertical fil€i materials 
-tPamphlets (noV in vertical fi"!es) 
Mother priTit materials 

Microfiche or microfilm card 
Microfilm 
Ultrafiche 

LQther m-krofonn materials 

Audiocard 
■Audiodisc 
Audiopage 
Audi otape 

Other audiorecordings . 

EPomputer printout 
Magnetic storage * 
Other computer materials 



-i 



Videotape . 
Videodisc 

Other recorded electronic disjJlay 
material 



Films trip reels/films trip sets 
"Motion picture film.' (reels) 
fSljaes-v- 
Other projected and magnified 
material 

pPictorial representation (atlas, 
chart', map, picture, other 
pictorial ) 
Score 

Three-dimensional material 
-Kits 

-Braille material • " ' 
Manuscripts 
Other material 



Titles of bookstand bookstock 



Titles of periodicals and other serials 



Titles of other print and print facsimile 
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LEVELS OF MEASURES: FACILITY RESOURCES 



LEVEL I 



LEVEL II 



LEVEL III 



ROOM USE CATEGORIES 



Assignable square feet 
of user area . 



Assignable square feet 
of stack area 



Assignable square feet 
of work area 



Other area 



Linear feet of shelving 



Seating capacity - — 



ROOM USE CATEGORIES 



^Assignable square feet 
of user area 



^Assignable square feet 
of stack area 



Assignable square feet^ 
of work area 



•Other area 



Linear feet of shelving 



•Seating capacity- 



ROOM.USE CATEGORIES 

. >- ' 

Assignable square feet of: 
Classroom and laboratory 

facilities 
General use facilities 
Study facility (reading/sti^dy 
' room, user information area). 



{Open stack/ reading room 
Stack 
Off-site storage area 



rSpecial use facility 
-Wffice' facility 
Klther supporting facility 



-Other area 



Linear feet of shelving in 
r-Main library 
-Branch libraries 
■^Off-site storage area 
Lother service outlets 

Seating capacity In: 

EHain library 
Branch libraries 
Other service outlets 



Handicap access 



r 

\ 



•LEVEL I 



LEVELS OF MEAS/JRES: FINANCIAL 
LEVEL II . LEV EL III 



FUND SOURCES (INCOME IN 
DOLURS) 



Federa^l sources 



StKe sources 



-r-r.^: .^State sources- 



Local ^r regional sourceri 



Revenue sharing 



■1 



Other 'sources 



tVv": > "^PENDITURES 



Personnel costs 



Other operating -costs 



FUND SOURCU (INCOME IN o' 
D0LLAR5) ■ 



-Federal sources - 



-Local or regional sources ~ 



-Revenue sharing 



-Endowment Income ■ 



Private contracts and grants- 
Generated income—^ • 



Private gifts and 
contributions 



Othem Income 
^-Transfers-ln- 



OfJECT OF EXPENDITURES 
rSalarles and wages — 

-Fringe benefits—— 



r-Supplles and services- 



Noncapital equlpment- 



Plamt operation and 
maintenance - 



FUND SOURCES (INCOME IN 
DOLLARS) 



rFederal appropriations 
"l-Federal contracts and grants 



rState appropriation! 
'T-State contracts , and grant? 



-Local or regional appropriations 
^Locf\} or fcigional contracts 
and grants 



-Revenue sharing 

-Private Contracts and grants 

-Generated income 

-Endowment Income 
Private gifts and 
contributions 



—Other Income ^ 

— Trahsfers-ln 

OBJECT OF EXPENDITURES 

j-Exempt employees 
■LNoneK;empt employees 

pExempt employees ^ 
"LNonexempt efhploye^es 



EEc|u1pment" rental 
Contracted labor 
Other supplies and services 



-Noncapital equipment 



•^Plant operation and. maintenance 
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LEVEL l_ 



LEVEL II 



LEVEL III 



OBJECT OF EXPENDITURES 



Current collection 
expenditures 



Capital costs 



OBJECT OF EXPENDITURES 



Library materials , 
-"expenditures' ' 



Leased cdllection material^ 
expenditures • \ 



Collection maintenance^ 
expenditures 



Current-fund expenditures^ 
' for capital asseljs 



OBJECT QF^EXPlNDITURES 



xpenditures for: 
Print material 

Periodicals purchased on V 

subscription 
•Other print material purchased 

on subscription ' - 
•Microform n&terlal 
Other material 



•Leased collection material • 

Binding afid rebinding (excluding 

salaries of library personnel 
■Materials conversion \ 
•Other collection maintenance 
expenditures o 
'/ 

r^iew branches. 

Lother current-fund expenditdres 
for.-capltal -assets '•'* 



LEVELS OF MEASURES: PERSONNEL 



LEVEL I 



EMPLOYEE CATEGORIES 



Exempt (pJfbfesslbnal) 
employees / - 



Npnexempt (other)" 
employees. 



LEVEL II 



LEVEL in> 



EMPLOYEE CATEGORIES 

rExecutI ve^adml n1 strati ve/- 
managerial 



Special it/Hbrarlan- 



Tecfinlcal 



Offi ce/c'(er1cal- 
Service 



EMPLOYEE CATEGORIES 

—Executive/administrative/ 
managerial 

E Librarian 
Media specialist 
Other specialist 

pLIbrary technician 
■f Media technician 
Lother technical 



r Secretarial/clerical 
"^Page 



•^Service 



Donated services 



Contracted services 



Student assistants 




Radal/ethnlc categories 



Handicapped, status 



.SALARY LEVaS OF EXEMPT ' 
'EMPLOYEES (FULL-TIME ONLY) 



SAURY LEVELS OF EXEMPT 
EMPLOYEES (FULL-TIME ONLY) 



SALARY LEVELS OF EXEMPT 
EMPLOYEES (FULL-TIME ONLY) 



Below $7, 
$7,000 - 
$8,000 - 

$9;ooo - 

$10,000 
$11,000 
$12,000 
$13,000 
$14,000 



000 

$7,999 

$8,999 

$9,999 ^ 
$10,999 
$11, ^^99 
$12,999 
$13,999 
$14,999 



$15,000 
' ^:$16,000 
.$19,000 
522,000 
$25,000 
$30,000 
. $35,000 
$40,000 
$45,000 



- $15,999 

- $18,999 

- $21,999 

- $24,999 

- $29,999 

- $34,999 

- $39,999 

- $44,999 
and above 



by headcount; service months, iind/or status (full-time or part-time)/ 
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LEVELS OF MEASURES: ACTIVITY 



LEVEL I 



LEVEL II 



LEVEL III 



AaiVITY MEASURES ' 



Directional transaction 



Group transaction 



j ReferencB transaction j- 



ACT' ITY MEASURES 



-Ofrectional transaction- 



-Reference transaction- 



-Group transaction" 



ACTIVITY MEASURES 



►Directional transaction 

Cataloging information trans- 
action 

•Readers or research advisory 

transaction 
•Fact-finding transaction 
Literature search transaction 
'Connun^ty referral transaction 
'Other referral transaction 
•Research and analysis transaction 

2 

•Library tourr 
•Lectures 2 2 
•Media presentations 
•Storybook hours2 ^ 
•Other group presentation 



Filled interlibrary loan lending requests 



Subscriptions received 



Items requested through interlibrary loan 



-Subscriptions 'received - 



Number of current periodical 
subscriptions received 
(including duplicate titles) 
•Number of current newspaper 
subscriptions received 
(including duplicate titles) 
^Number of other current serial 
subscriptions received 
^including duplicate titles) 



Num&er of physical units of books in print acquired 
Number of physical units of other print materials acquired 
Number of physical units of nonprint materials acquired 

Nuji*er of physical units-of government publications acquired • 
Nunber of 'physical units of foreign publications (other than ^government documents) 
Number of domestic publications (other than government document's) 
Titles acquired ^ u 

Number of unique subscriptions maintained 
Number of gifts .received and. retained 

Number of joint acquisitions - ■ 



^by headcount attendance and number of transactions 



Presentation of the Data 

^ Presentation of the data about library prpgrams and resources depends 
upon the purposes and requirements of the information. Typically, for 
reporting purposes, a standard format is employed by the agency or orga- 
nization requesting information about the library, Hqwever, for certain 
purposes—for "example, presentations to the parent .organization or to the, 
^constituency of' the library— the ..library manager may wish to organize the 
data in a manner more appropriate to the audience.^and to the purposes of 
the presentation. 

Combinations of the programmatic activities (outlined in Figure 1) 
may be useful for certain types of presentation. Several alternative 
combinations are available andean be selected for varying purposes. 
Combination of material j-related services (i.e., Resource Distribution 
Services; Technical Services) provides the library manager with a picture 
of those largely inventory and hoiisckeoping functions of the library. ' ■ 
Sijnilarly, content or informa-ti on-related actfVities (i .e:, Cultural , 
Educational, and Infortnatiom Se vices; Conecticin Development Services)- 
can be separated. This latter combination highlights those information 
activities which are useful to promotion purposes.;. 

Alternatively', those activities which are basic to the provision of 
information and ideas regardless of the source or format of that infor- - 
mation (i.e., Cultural, Educational , and Information Services; Resource - 
Distribution Services) can be linked for other purposes useful to the: 
library manager. In this manner, all functions of the library can be 
viewed as the manipulation, storage, and provision of information to 
meet the needs of the library user. Using this latter conceptual base, 
the programmatic categories are grouped according to development and 



maintenance of the resource, (i .e. , Collection Developmejit Services; 
Technical Services) and the use of these resources or service activities 
"(i.e.. Resource Distribution Services; Cultural Educational and Informa- 
.ti on ^Services). Figure 5 displays these alternative combinations of pro- 
grammatic activities.- The manner in which these programmatic activities 
are combined or priori^tized is left «to local option, based upon political 
and promotional needs. , 

Figure 5 

RELATIONSHIPS OF PROGRAMMATIC CATEGORIES^ • ' ■. 





Content-Related 


Materials-Related 


Direct User Services 


Cultural, Educational., 
and. Informational 
Services 


-Resource 

Distribution 

Services 


Indirect User Services 


Collection 

Development Services 


Technical Services 


Support Activities 


' Administrative Services . 



Difficulties Associated witfiin Reporting 

Jh ere are a number of areas of information which require further 
consideration in the context of reporting. These areas are associated 
with accounting for services and products which are multi-sourced or 
multi-purpose. An obvious example is computer support which assists a 
variety of programs within the library.. Increasingly, bibliographic data 



^Adapted from Emerson, Katherine, presentation at first meeting of the^ 
Project Review Group, Chicago, April 11-12, 1978. Results of discussion 
of Virginia Cesario, Susan Crawford, Ronald Dubberly, Shirley Echelman, 
Katherine Emerson, Janice Feye-Stukas, Jan Keene, Scott Kennedy, Mary Jo 
Lynch, Elinor McCloskey, Nick Osso, Jim Riley, and Eldred Smith. 



bases are employed simultaneously in materials acquisition, cataloging, 
and reference. Under these circumstances, the expenditures associated 
with these data bases may not be directly linked to any single program. 
Within internal systems, these expenditures can be examined separately 

from direct .program expenditures; however, in reporting to external agen- 

■ . ' 

cies and organizations, accounting for such expenditures is usually not 
Qlear. Ideally, the'library manager would be able to prorate the expen- 
ditures for computer support "systems on usage factors and product cost. 
However, unless the computer system is abl«, as a by-product, to provide 
specific use data, such information is costly to collect. Work sampling 
methodologies are available if the library- manager wishes to pursue pro- 
ration of costs based on use. At this tiirie, theri^>r;ejiio clear-cut 
directions on how best to apportion these costs when reporting toexternal 
agencies and organizations about the program costs of the library. For 
this reason, 1t is obligatory that data collection Agencies specify the 
manner in which such information be reported. 

Similar problems are associated with the services of systems or 
cooperatives provided/to the individual library. Such services may 
include information and referral backup, inter! ibrary loan switching, 
rotating collections, and other services which directly, benefit the mem- 
ber libraries, b^^t whose costs cannot generally be apportioned directly 
to any single library. Unless such services and the related costs can 
be identif . J with a single member library, income and expenditures at 
the .system level should be accounted for as a system cost. At a minimum, 
reporting of system costs and services should be consistent. That is, a 
system library and member libraries should jointly agree to the manner 
in which system operations will be reported. 
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Joint or shared acquisitions between two or more libraries present 
additignrl reporting dilemma. Within the context of the Handbook , it is 
recoiraiended that joint or shared acquisitions be identified and reported 
separately. However, in repon;s which do not accommodate data about 
joint or shared acquisitions,' these libraries should decide upon an ' ' 
appropriate apportionment of Joint acquisitions in order to avoid dupli- 
cate reporting. 

Finally^ networking and 'resource sharing hav.e only minimally been 
identified by this Handbook . While the pieces necessary to evaluate 
parti c-nati on ih networks, consortia, and cooperatives are included in 
the system of information, no a;ttempt has been made to Tink these data ; 
to describe and'assess participation in these endeavors. Methodologies 
and definitions are developing to accommodate these library support sys- 
terns and should be incorporated int;o the reporting systems of the indi- 
Vji dual library as they become available. The reader, is directed to the 
Survey of Library Networks and Cooperative Library Organizations being 
ionducted by Value Engineering, Incorporated, for the NationaV Center for 
Education Statistics and to A Glossary for Liurary Networking developed 
by Dataflow Systems, Inc. 

Summary 

It has been the intention of this Handbook to identify and define 
the data necessary to meet the management information needs of. the 
hibrary administrator; to respond to the reporting requirements of 
external organizations and agencies; and to assist libraries with infor- 
mation exchange. It is not possible within a single handbook to address 
every element appropriate to all settings in the library community. 
Rather, the Handbook provides a basis from which individual libraries^ 



or groups of libraries, can begin to refine and adapt the concepts pre- 
sented^to meet their information heeds. Similarly, -it is difficult to 
provide a system which will address simultaneously the needs 'of the major 
research library and the small rural library. Thus, the Handbook has taken 
a middle .course, with the hope that the basic concepts can be adapted to ' 
meet the needs of either extreme. ^ 

In\.summary, it is hoped that the Handbook will be viewed as a start- 
ing point--not the end point— of the development of a "language for inter- 
organizational ^^ommunication^- There are many problems yet^inherent in 
the reporting ancl recording of information, some of which .have been 
identified here. These areas require further investigation in order to 
provide solutions. Despite these acknowledged constraints, the Handb;;ok 
►provides, a sound ai^thorough basis for the library administratr/r to 
have a val uable managementjtool . 



/. 
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INTRODUCTION 

The following glossary is intended to provide a guide to the data ' 
elements which are useful for recording, reporting, and exchanging data - 
.about library resources and library programs. • These elements and related 
definitions are equally intended for data collectors at Federal and state 
levels as a basis for identifying , measures of library services, and as a 
basis ,f or data collection efforts. The elisments defined, herein, have been 
identified and classified- in Chapter IV, Structure and Classification of 
Information., 

The intention of this glossary is not to advocate the types of data 

! - r ^-^ 

to be collected by the individual library, but rather provides a guide 
to the definitions for categories which the library manager may wish to 
select as part of internal management systems. Therefore, the data defi- 
nitions supply a foundation for information exchange among libraries 
which employ these definitions, and will ideally ensure comparability 

and compatibility among data collected at various levels- and by vaV^iousv 

-' ■ • ■ . . ■ ' ■ ^^-^ 

organizations. 

The reader should keep in.mind this context from which these elements 
were drawn. These definitions' are not inclusivje of library science, - 
educational technology, or related fields: Rather, the elements, are. 
selected largely from the management information requirements of library 
administrators and are structured on the concepts presented ^ in this Hand- 
book . In light of these specific purposes, .he terminology employed here, 
and the definitional content of the glossary, is fundamentally tied to 
the library community. It is not intended to be applicable to other 
communities nor to address definitional requirements in other settings. 
Further, it should be recognized that the library community is itself ' 



dynamic; that new termiiiology and definitions need to be evolved to 
acconniiodate innovation. • 

. .Finally, the^purposes. of these definitions are not to dictate the' 
manner in which a library is organized, nor to provide a view of the 
methods by which the activities of the library are to be conducted. 
Instead, these definitions provide a basis for language with which to 
comnunicate data and concepts about the library among/S Variety of orga- 
nization^. -A definition cannot reflect the interpretation of a term by 
every individual; rather, it provides a simple formula by v/hich to trans 
roit data with tfie understanding that these data are (to the extent possi 
ble) comparable. ' . 

Structure and Scope of the Glossary ' . 

■ The glossary is arranged in alphabetical. order and based upon class 
ified categories. Thus, for example, the personnel resource descriptors 
,are grouped together.- Such an approach ensures that all categories of 
information .pertaining to a major headi,ng are included (e.g. , sources of 
j'ncome), and that categories are mutuaVly inclusive. Similarly, the use 
of classified index allows for aggregation of data either for internal 
or reporting purposes. Other approaches were explored and found useful 
for some purposes. However, within the context of the Handbook , the 
following was preferred. An alphabetical listing is provided in the 
index of the Handbook which references^ terms employed in the glossary. 

In order to ensure that levels of aggregation are possible and that 
the glossary is flexible enough to accommodate new concepts and termi- 
nology relating to t^e library, a subcategory of "other" is used exten- 
sively throughout the glossary. This subcategory allows for further 
divistons as necessary to meet the needs of the individual library, and 
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ensures that all possible forms of a category are included in reporting 
and information exchange. 

Cross-references are made to minor headings under major categories. 
For example, BOUND PERIODICAL:J See. Periodical under MATERIALS FORMAT 
directs the reader to the entry in the glossary— MATERIALS FORMAT— and 
the subcategory Periodical, . Capitalized terms indicate major entries in 
the glossary. To the extent possibte, acronyms have been avoided in the 
glossary, as have proper names, individual corpprations , and agencies. 

^ Sources of Definitions , ^ 

-Tlfe defini tionsVemployed in this -glossary were drawn from a variety 

of sources which are^numerated in the last section of this glossary. 

Authorities for Definitions. These soiirces, where employed, are cited . 

after each definition as applicable. , Citations' followed by an asterisk 

{*) denote a variation from the original definition- " 

Special commendation needs to '&e given to Robert frase, forhis com- ' 

' pilation in the draft document Glossary of .Library Statistics Terms, (un- 

published) and to the members* of the statistics committees of the American 

Library Association for; their review 'of Mr.' Frase^s work: . 

Unless otherwise stated," the National Center for Higher Education 

Management Systems (NCHEMS)* is solely responsible for the definitional 

content and terminology of this glossary. The following NCHEMS sources 

were employed: . . 

.1. A Glossary of Standard Terminology for Postsecondary Education , 
' 1978-79. ' ~ 

2. A. Manual for Budgeting and Accounting for Manpower Resources in 
Postsecondary Education: , Second Field Review Edition, 1975. 

3. Adult Learning Activities: A Handbook of Terminology for Classi- ' . 
fying and Describing the Learning Activities of Adults , 1978. 

ERIC 101 ' ■ 
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4. Higher Education Facilities Inventory and Classification Manual , 
yechnical Report 36,. 1973. ' 

5. Higher Education Finance Manual , Technical Report 69, 1975. 

6. Information Exchange Pro'cedures— Data Formats and Definitions , 



Technical Report 64, T975. 

7: Library Statistical Data Base Formats- and Definitions , Working 
Document for Field Review, 1977. ~\ ', ~ | 

^ " ~ .■ ■' , • i ' 

8. Program' Classification Structure , Second Edition, Technical] 

Report 106, 1978. 

9. Program Measures ^ teohnical Report 35, 1973. \ 

10. State Level Information Base— Data Formats and Glossary . Field 
Review Edition, 1977. '■ ~ ' 



ABBREVIATED CATALOGING: See Brief cataloging under CATALOGING ACTIVITY. 
ABSTRACTS: See'^REFERENCE COLLECTION. 

ACADEMIC COURSE LE^EL: The level of offering for instructional courses at 
institutions of postseconaary education. Course levels are assigned' 

" relative to the intended de^r;ee of complexity or expected level of stu- 
dent comprehension rather than the sludent level of those enrolled in 

, the course. . The course levels included within each discipline category 
are: 

* . ' ■■ 

' . Lower division : Course offerings' at a level of comprehension usually 
^ associated with freshman an^d sophomore students. 

2.. Upper division : Course o_fferings at a level of comprehension usually 
associated with junior or senior students. Jointly offered upper 
^ division and graduate courses should be classified as. upper division 
-■ ■ ' ». 
3... Graduate/professional division : Course offerings of a level of 
comprehension usually associated with post-baccalaureate students. 

4.. Other : A course ley4l-to be used in situations where the previous 
three course levels are not appropriate. . ' 

ACADEMIC DISCIPLINE/SUBJECT MATTER: See DISCIPLINE/SUBJECT MATTER. 

ACADEMIC FACULTY: See RESEARCH/INSTRUCTION • EMPLOYEE. \ " ■ 

ACADEMlIC_LJ[BRARY: A library^-forming an integral pari; of a college, univer- 
sity, or other academic institution* for postsecondary education, .organize 
and administered to meet the needs of stu^dents and faculty of the insti- 
tution. (5)* Academic libraries can be^categorized into* the following 
jtypes of postsecondary. institutions according to the Federal Interagency 
Committee on Education (FICE) Code: r, ■ 

: 1. Academic library in a major- doctoral-granting institution (jniyer- 
sityT : A library in an institution granting- a. minimum of 30 doctoral 
level degrees (iricluding. first-professional degrees in health 

* ' sciences— medicine, dentistry, etc.), and granting such degrees 

in three or more -doctoral -level program areas. 

2. Academic library in>^a comprehensive, college : A library in an.insti- ^ 
tution in which the number of doctoral level degrees granted is 
less' than 30 or in which fewer than .three doctoral -level programs 
are offered, but which grants' a jninimum of 30 post-baccalaureate ^ 
degrees and grants degrees in three or more post-baccalaureate 
programs, oc confers over 50 percent of its degrees at the post- 
baccalaureate level ij\ three or more programs; and does not confer 
over 50 percent of its degrees in selected program areas. 
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ACADEMIC l^IBRARY (continued) 

3. ■ Ac ademic. library in' a general baccalaureate college : A library in 
an institution in which the number of post-baccalaureate degrees 
, granted is less than 30 or in which fewer, than. three post-bacca- . 

* * laureate level programs. are offered, but. which grants a minimum of 

30 baccalaureate degrees and grants degrees irv. three or more programs 
dr confers- over 50 percent of its baccalaureate degrees in inter- 
*disciplinary studies. 

a • ' ■ 

•4 Acad emic library in a specialized or professional institution : A 
■ ' Itfe^ry^in ao-institution that awards at least .the 'bachlor's degree 
" andT^^wards at least'"50 percent of i,ts degrees in a single area 
■ -of spetiaXzation. Specialized institutions . include, for example, 
divinity sckools, medical schools, engineering schools, business 
and management schools, art, music, and design.schools, /law schools,- 
-teacher's' corleges, and U.S. service schools. ^ . 

5. Academic library in a two-year coTl.ege : A library in an institution 
that confers degrees or awards for. the first two years of college. 
■ work, but does not , confer degrees at Jthe baccalaureate, master s, 
or doctoral level. In addition, the institution may offer programs, 
courses, and awards for less than; two years of work. Institutions * 
with' a two-year yppeir division prbgram^do not fall in this category 
because they grant baccalaureate degrees. • 

, e: Acad emic library in a multi-program occupati onal /vocational school: ' 
"■A library in an institution, s^u'ch as a business or trade school .,^or 
. technical institution, which admits as regular students only persons 
who hSve completed or left elemetftary or. secondary school .and who 
have the 'ability to benef jt^ fr^(3m the training offered -by the insti- 
tution, and which is legafl-y authorized to provide, and provides 
within the state; .a program of p^ostsecondary vocational or technical 
education designed- to fit individuals for useful employment in 
. recognized occupations. (13) ^ ' 

- 7 / A cademic library i n a single program occupational /v ocational school: 
A library in an i .citation that awards degrees in .only one of the 
major occupationa. asaas. It may offer training.in several occupa- 
.tional programs v/i -hin a major occupational br vocational area.~ 

8. Ac ademiG library in another institution of pos tsecondary education: 
A library in" any institution of postsecondary education not defined 
nor i denti f ied_,aboyfi'r^ - . • 

ACADEMIC LIBRARY TARGET GROUP^^Iiose' persons 'for whom the services and > 
" collection resources of the library are intended and- who are eligible 
for these. SucTi target groupr generally include members of the academic 
community wKich the library serves, arid can be categorized according 

• tc the following: - . ' , . •• 

1. '-U ndergraduate -students : For some purposes, it is appropriate to 
further refine this category to reflect lower division' and upper 
.division students.' ." .• ° 



ACADEMIC LIBRARY TARGET GROUP (continued) ' 

2/ Graduate students : For some*libraries, it is appropriate that stu- 
dents in prof^sional Schools be distinguished from other graduate 
students; ' ' 

3. Nondegree/nondiploma/noncertificate students 

4. Research/instruction employees 

5* Other employees of the academic institution ' 

ACADEMIC LIBRARY USER GROUP: Those persons,^ either within the library's 
target group, or other, who actually utilize the services or resources 
of the library. ' Types of academic library user groups, correspond to . 
target group descriptors, and may also inclucie affil iates and alumni of 
the academic institution, persons affil iate'd with other academic insti- 
tutions, and the residents of the community in which the ibrary Yes ides. 

■ • • . " <» 

ACADEMIC MAJOR: See ACADEMIC STUDENT MAJOR PROGRAM. 

ACADEMIC REPGRTINS-UNIT STRUCTURE: The type of organization that identifies 
the academic institution for reporting purposes. -Types of structures 
include: , . , / 

. • : ■ •• \ ' X ■ , ■ ■■ - ; ^ 

1. S ingle-campus institution : A postsecondary-education institution 
that conducts its programs at a single site. 

2. Parent institution/main campus : Usually the location of the core,, 
primary, or most comprehensive pro'gram (in institutions consisting 
of a main campus and one or more branch campuses). Unless the ^ 
institution-wide or central administration off ice, of such institutions 
is reported to be at a different location, the main campus is also 

. the location of the central admintstrati ve .office - 

3. . Branch campus : A campus or division of an organization that is 
~orgaTiized on a. relatively permanent basi5 (that is, has a relatively 

permanent administration), that offers an organized program or ^ 
ptrograms of study (as opposed to courses), and that is located' in 
a coiranunity different .from that in which its parent organization is 
located. Being in a community different from that 'of the parent 
institution means that a branch is located beyond a reasonabl'^ , 
.commuting distance from the main campus oY the parent institution. 
(18)* ^ ^ > . , ^ • . 

.4. Campus in a multi -campus system : An administratively, equal campus 
in a complex of two'or more institutions, each separately organized' 
or "independently complete, linder the control or supervision of a 
single administrative body. • . 

5. Central office : The administrative body or cor^Donent that supervises • 
^ the various admi strati vely equal campuses in a multi -campus system. 

. 6. Joint library : A 1 Wary that serves two or 'more academic institu- 
tions or one institution and a part of another. (21) * 
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ACADEMIC STUDENT COUNTS: Number of students, usually on a profile (point- 
in- time) .basis. The filVc ing types of counts are used:, 

1, Headcount : The unduplicated number of persons attending the academic 
institution as studer.+s. Usually used in recording and reporting 
• . ^ by student characteristic such as fu,ll -time/part-time status, level, 

or discipline. 

. " 2. i^ull-time equivalent (FTE) counts : An FTE student position is the 
. . ' equivalent of one student carrying a full load of courses. Insti- 
' tutionally agreed-upon conventions convert headcounts into full-time 

equivalent counts. Usually used in recording and reporting, by unit/ 
department of instruction or by student major program. 

" ACADEMIC STUDENT CREDIT HOURS: A unit of measure that represents one stu- 
dent engaged in an activity for which one hour of credit toward a degree 
or other certificate is granted upon successful completion. Total stu- 
dent credit hours for a course are calculated by multiplying the course 

• credit-hour value by the number of students enrolled in the course., y 
Academic student credit hours should be categorized by discipline/subject 
matter and by course level (e.g. , lower division) .' 

ACADEMIC STUDENT. LEVEL: The proportion of total requirements the student 
has obtained toward the completion of the degree/dipToma/certif icate 
program in which he or she is enrolled, according to the number of years | 
normally required to- obtain -them. This includes: , | I 

1. Undergraduate students : This category includes all students who are 
enrolled in programs leading to an associate degree or bachelor s : 
degree or in an -equivalent occupational or vocational program. 

2. Graduate students : This category includes all students, who hold a^ 
bachelor's tisgree or the equivalent and (a) are pursuing a master s. 
or doctoral degree, or (b) first professional degree, or (c) are in 

a special, unclassified visitor^ or other status, or (d) are pursuing 

an Educational Specialist Certificate, degree, or coordinate inter- 
mediate-level degree program, or (e) are enrolled for additional 
course work for research as part of an institutionally defined post- 
doctoral program, or (f) are medical interns and residents." 

3 No ndeqree/nondi pi oma/noncerti f i cate students : This category includes 
all students who have not. been admitted to a general or specific 
course of study or a program in the institution at the completion 
of which a "degree/diploma/certificate is awarded by the institution. 
Such students may be enrolled in -credit and/or noncredit courses. 
These students should not be confused with "undeclared majors 
admitted to degree/ diploma/certificate programs or students in 
other.similar "holding" categories.. - .. . . 

\ ACADEMIC STUDENT MAJOR PROGRAM: The student's primary field of emphasis 

\' as offered by the institution. Note that the field of study may fall - 

- within a single department of the institution or may, overlap severa. 
/ departments. A student's major program may also be ixs^d as undeclared 

• -if the student has not yet determined or specified his.qr her major 
• program. • , , • 
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ACADEMIC YEAR: The period of the regular session, generally extend^.ig frbm 
September to June; .usually equated to two semesters or trimesters, three 
quarters, or the period covered by the 4-1-4 plan. See aljo PREDOMl^WANT 
CALENDAR SYSTEM/ 

ACCESS: See Handicap access under BUILDING IDENTIFIERS/CHARACTERISTICS, 
COLLECTION RESOURCES, FACILITIES AVAILABILITY, and/or SERVICE AVAIL- 
ABILITY. 

ACCOUNTS PAYABLE: See Liabilities under FINANCIAL RESOURCES. 

ACCOUNTS RECEIVABLE: See Assets under FINANCIAL RESOURCES. 

ACQUISITION COUNTS: See MATERIALS ACQUISITION COUNTS. 

ACQUISITION SERVICES: See Materials acquisition services under PROGRAM- 
MATIC ACTIVITIES. 

ACTIVITY MEASURES: See PROGRAM MEASURES. 

ACTIVITY RATE: See Activity maasures under PROGRAM :MEASURES. 

ADDED COPY: An added copy is a duplicate of material already in the library 
if it is added, or to be added, to the librar.v. sometimes called dup- 
licate, and several added copies may be known 's multiple copies. (1) 

ADDED VOLUME:. An added volume is a new volume in a numbered' series or 
title already in a library, and which volume is added, or to be added, 
to 'the library. 

ADMINISTRATIVE SERVICES: See 'PROGRAMMATIC ACTIVITIES. 

ADMISSIONS REQUIREMENTS: See MINIMUM ADMISSIONS REQUIREMENT. 

ADULT SERVICES: See PUBLIC LIBRARY USER DIVISIONS. 

AFFILIATED LIBRARY: See SERVICE OUTLET. ' 

AGE RANGES: Based on the chronological age of each individual as of some 

specified date. The following age ranges are suggested for grouping 
. various types of individuals: 



For elementary & secondary s-^'jde.n?-.s 



Under 5 years 


12 years 


old 


5 years old 


13 years 


old 


6 years^old • 


14 years 


c'l ■ 


7 years old 


15 years 




8 years old 


16 years 




9 years old 


17 years 


old 


10 years old ^ 


1 8 5^ea rs 


old 


11 years old 


Over 18 years 


old 



For postsecondary /Students 

(- 

Under 16 y3ar^ 
- 16-17 years i 

18-20 years 

21-24 years v 
.25-34 'years \ 

35-44 years 

45-54 years \. 

55-64 years \ 

65 years and over ^\ 
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AGE RANGES (continued) 



For employees 



For general population 



Under 25 years 



Under 5 years 



25-34 years 
35-44 years 
45-54 years 
55-59 years 
60-64 years 
65-69 years 
70 and over 



5-9 years 
10-14 years 
15-19 years 
20-24 years 
25-34 years 
35-44 years 
45-54 years 
55-64 years 



65 years and over 



AIDES: See Office/clerical employee under PERSONNEL RESOURCE CATEGORIES. 
ALLOTMENTS: See CURRENT-FUND REVENUE CATEGORIES. . 

AMERICAN NATIONAL STANDARDS INSTITUTE (ANSI) STANDARD LIBRARY IDENTIFICATION 
number' (SLIN): See LIBRARY IDENTIFIERS. 

AMORTIZATION: See DEPRECIATION/AMORTIZATION. • 

APPROPRIATIONS: Sea Governmental appropriations under CURRENT-FUND REVENUE 
CATEGORIES. 

APPROVAL PLAN: An order vvith'a vendt." for all titles on a certain subject, 
or by a certain author. The library has the right to return the materials 
ordered on approval within given time limits. (14)* See ^also BLANKET 
PURCHASE ORDER. 

AREA: See ASSIGNABLE. SQUARE FEET (ASF) and/or. GROSS SQUARE FEET (GSF). 
AREA OF SERVICE: See PUBLIC LIBRARY PRIMARY SERVICE AREA. 
ASSETS: See FINANCIAL "RESOURCES. - 

ASSIGNABLE SQUARE FEET (ASF): Tha sum of square feet of all assignable 
area. For a single room this involves the sum of all areas located 
between the principal surface of the walls and partitions at or near 
floor level. Space occupied by alcoves, closets, and built-in shelves 
opening ihto and serving the room ordinarily should be included. Areas 
of columns, doorswings, and impaired headroom and space occupied by 
heating devices may be ignored. If, however, any of these structural 
features constitutes a large loss of usable space, the .area should be 
deducted from- the square feet measurement of the room. See also GROSS 
SQUARE FEET (GSF). 

ASSOCIATE DEGREE: See HIGHEST DEGREE OFFERED/OBTAINED. 

ATLAS; See Pictorial representation under MATERIALS FORMAT. 

AUDIOCARD: See Audiorecording under MATERIALS FORMAT. 



ERIC 



AUDIO DEVICE: See EQUIPMENT TYPES. 

AUDIODISC: See Audiorecording under MATERIALS'^ORMAT. 

AUDIOPAGE: See Audiorecording under MATERIALS FORMAT. 

AUDIOPLAYER: See Audio devices under EQUIPMENT TYPES. ^ 

AUDIOREQpRDER: See Audio device under EQUIPMENT TYPES. 

AUDIORECORDING: See MATERIALS FORMAT. 

AUDIOTAPE: See Audiorecording. under MATERIALS FORMAT. 

AUDIOp'APE DUPLICATOR: See Audio devices under EQUIPMENT TYPES. 

AUDIOVISUAL EQUIPMENT: See EQUIPMENT TYPES. 

AUDIOVISUAL MATEP.IAL: See MATERIALS FORMAT. 

AUDIOVISUAL, RADIO, TV FACILITY: See Special use facility under ROOM USE 
CATEGORIES. ' 

AUTHORITY FIDe: A set of records that identifies forms for headings^ or 
access points preferred and actually used in a set of bibliographic 
records. Authority files include cross references from variants to the 
preferred forms of headings, and links from earlier to later forms and 
between broader and narrower terms and related terms -n An authority file 
may represent the preferred forms of headings for an individual institu- 
tion, a group of related institutions, or a network of related and/or 
unrelated institutions. (11) An* authority file may be maintained as 
..part of the public catalog or separately incorporated for the 'primary, 
use of the personnel of the library. Categories of authority files 
include: 

1 . Name a^uthority list or file 

2. Subject authgrity list or file 
. 3. • Serials authority list or file 

4. Combined authority list or file 

5. Other authority list or file 

AUTOMATED CATALOG: See Online computer catalog under CATALOG. 

AUTOMATED NETWORK CATALOG RECORD: See Derived cataloging under CATALOGING 
ACTIVITY. 

' ' ' . ' ■ 

AVAILABILITY: See Availability under COLLECTION RESOURCES, Equipment avail- 
ability under EQUIPMENT TYPES, FACILITY AVAILABILITY, and/or SERVICE 
AVAILABILITY. 
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AVEMGE~DAIL-Y-A-HENDANCEi- .See.iCHOOL_ STUDENT COUNTS . 
AVERAGE DAILY MEMBERSHIP": See SCHOOL STUDENT COUNTS. 



BACHELOR'S DEGREE; See HIGHEST DEGREE OFFERED/OBTAINED. 
BALANCE: See Fund^balincesTi^^ 



BIBLIOGRAPHIC DMA BASE: See DATA EAS£\ 
BIBLIOGRAPHY: s4e REFERENCE COLLECTIOfi. 

BINDING: See Bfindinq" and rebindin g under -COLLECTION RESOURCES MAINTENANCE 
ACTIVITY. 

BLANKET PURoflASE ORDER: An order with a vendor for all titles on a certain 
subject or. by a certain author. Under the blanket order , the ordering 
library provides guidelines for the selection of library materials to ^ 
the- supplier. The supplier selects all currently published materials 
falling/within the giiidelinssj for the libraries who automatically 
purchase, within certain-limitations, all books so selected. (14)* 
See also APPROVAL PLAN. . . 

BOOK: s/e Print (or printed) material under MATERIALS FORMAT. 
.BOOK CATALOG: See CATALOG. 

BOOK TRADE CATALOG: See Publ isher' s 'and book trade list uhder REFERENCE 
COLLECTION. 



BOOplOBILE: See- SERVICE OUTLET. 
300KI 



BOOKMOBILE STOP: See Bookmobile under SERVICE OUTLET. 

BOOKSTOCK: A library's collection of books, or other materials which are 
/prepared and recorded in the same manner as books. (5) 

^BORROWING REQUEST: See INTERLIBRARY LOAN BORROWING ACTIVITY. 

^' BOUND PERIODICAL: See Periodical under MATERIALS FORMAT. 

BR/ILLE MATERIAL: See MATERIALS FORMAT. 

BRANCH CAMPUS: See ACADEMIC REPORTING-UNIT STRUCTURE. 

BRANCH LIBRARY: See SERVICE OUTLET. 

BRANCH OFFICE: See SPECIAL LIBRARY REPORTING-UNIT STRUCTURE. 
BRIEF CATALOGING: See CATALOGING ACTIVITY. 

BUILDING IDENTIFIERS/CHARACTERISTICS: Descriptors of the'buildings and 
plant facilities available to the library. Such descriptors include: 

1. Building identification : The name, location, and other identifiers 
of each building and facility available to the library. 



BUILDING ,IDENTIFIE#CHARActERISTICS (continued) * 

2. Year of construction : The calendar year in which the original 
facili-ty was completed regardless of any later date of, occupancy , 
as in the case of leased and rented facilities. / 

3^ Estimated building/facility-replacement cost : The esti^mated cost 

to replacethe-bulldtng atLthe, time the inventory. This should 
also' include the replacement cost of fixed equipment within^jthe j 
building. - " 

4. Condition code : The physical status and quality of the building or 
library facility at the time of the inventory, based on the best 
■judgment of those responsible (e,g., library manager, building 
planner, architect). The building condition code has the following 
categories: 

• Satisfactory : Suitable for continued use with normal ^naintenance. 

• Remodel inq-A : Requires restoration to present acceptable standards 
without major room use changes, alterations, or/fnpdernization. 
The approximate cost of "Remodel in g-A" is not greater than 25 
percent of the estimated replacement cost of the building or 
facility. 

• Remodel inq-B : Requires major updating and/or modernization of the 
building or facility. The approximate cost of "Remodel ing-B" is. 
greater than 25 percent, but not greater*"than 50 percent of the 
estimated replacement cost of the building or facility. 

• Remodel inq-C : Requires major remodeling of the building/or facility. 
The approximate cost of "Remodel ing-C" "is greater than 50 percent 
of the estimated replacement cost of the building or facility. 

« Demolition or abandonment : Should be demolished or abandoned 
because the building or facility is unsafe or structually unsound, 
irrespective of the need for the space or the oVu lability of 
funds for a replacement. This categt>ry takes precedence over 
the ab.ove four categories. If the building or facility is sched- 
uled for demolition or abandonment, its condition is pecorded 
as category (5) regardless of its condition. 

• Termination : Planned termination or relinquishment of occupancy 
of the building for reasons other' than un.s:.feness or structural - 
unsoundness, such as abandonment of temporary units or vacation 
of leased space. This categoYy takes precedence over the first 
four categories. If a building is scheduled for terjni nation, its 
condition is recorded as "termination" regardless of its condition. 

5. Handicap access : An indicatiotis. of the number and types of provisions 
made in the facility to accommodate or facilitate access to the , 
library building for the" handicapped. This includes ramps provided 
for persons in wheelchairs, braille or other guides on elevators 
for the blind, and so forth. ' 



BULK BORROWING: The use of a collection of library materials belonging 
to another library or agency. The collection remains under the admin- 
istrative control of the lending library or agency, although housed 
in the reporting library. The loan period extended to the reporting, 
library is generally longer than typical interlibrary loan or other 
circulation. Bulk borrowing may be measured by the number of items on 
loan: to the reporting library at the time of the report, the number of . 
items received -in such a manner throughout the reporting period, or the 
average number of items on bulk circulation at any point in time during 
the reporting period. 



BULK LENDING: The activity associated with lending, cpj^^^ or materials 

from the reporting library's collection to other libraries or agencies, — 
usually for an extended period of time. These collections remain under 
the administration of the reporting library and should be reported with 
other collection resources of the reporting library. The number of 
items circulated through bull^ loans during the reporting period, the 
number of items on bulk loan at the time of the report, and the average 
number, of items on bulk loan at any point "in tim during the reporting 
period may be counted. 



\ 
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CALENDAR SYSTEM: See PREDOMINANT CALENDAR SYSTEM. 

CAMPUS IN A MULTI-CAMPUS SYSTEM: See ACADEMIC REPORTING-UNIT STRUCTURE. 

CAPITAL EQUIPMENT: Any equipment iter's purchased for more than $500 (or 
similar lower limit established by the institution) and having an esti- 
mated service life of more than two years. See also EQUIPMENT TYPES. 

CAPITAL EXPENDITURES: See Expenditures for capital assets under EXPENDI- 
TURES. CATEGORIES, AND TRANSFERS. 

CARD CATALOG: See CATALOG. , 

CA.,v£L: See SEATINp CAPACITY. • 

CASH: See Assets under FINANCIAL RESOURCES. ^. 

CATALOG: A set of bibliographic records- generally under control of an 
authority file, which describes the resources of a collection, library.^ 
or network. It is the instrument by which bibliographic control is 
. maintained for a collection, H^ary, or network, and by which the 
relationship between individual bibl;iographic records can-be indicated. 
(ID* It is a list in any format, arranged in an established order. 
(5)* See also CATALOG RECORD, PUBLIC CATALOG, REFERENCE COLLECT^ ,i, 
and/c SPECIAL CATALOG. Formats of catalogs include: 

1. ' Card catalog : Unit entries on separate cards of the library's 

holdings which are, arranged in an established order, normally 
housed in drawers. (5>* 

2. Book catalog : A printed list of the library's holcjfngs arranged 

in an established order designed to supplement or to replace a card 
catalog. This category does not include special catalogs of art- 
" exhibits, new acquisitions lists, or special bibliographies. 

3. Fiche catalog : A printed list on microfiche of the library's hoi d- 
ings arranged in an established order. These lists must be read 

'with the a?sistance of microfiche readers, 

4. Microfilm catal og: A printed list o;-. ..i.e. ./ilni of the library's 
holdings arranged in an established order. These Ifsts must be 
read with the assistance of microfilm readers. This category 
includes computer output microfilm (COM) catalogs. , 

5. Online computer catalog : A list of the library's holdings which is 
stored on computer, or magnetic storage, and accessed in a pre- 
d^;' rmined procedure. These records must be accessed through a 
terrinal connection to the computer. 

' ■ « 

6' S erials lif t: A list of periodicals or serials arranged in an estab 

lished order, which- documents the holdings of the library. These 

lists are usually (though not always) in book form or in a visible 
file. -• - - - 



CATALOG (continued) 



Other : Other catalogs of the library collection Which are not 
; included in the above. This should not incl ude .special catalogs 
of art exhibits, new acquisitions lists, or special bibliographies. 

CATALOG INFORMATION TRANSACTION: See. Reference transaction under INFOR- 
MATION CONTACT. 

CATALOG MAINTENANCE AND PRODUCTION SERVICES: See Materials organization 
and control services under PROGRAMMATIC ACTIVITIES. ^ 

CATALOG RECORD: A bibliographic record that describes a specific item and 
relates it to other items in a file. (11) The medium upon which the 
record is produced is dependent upon the format of the catalog or file. 
For example, a catalog card is a catalog record in a card catalog. See 
also CATALOG. Counts which may be maintainejd for internal management 
purposes include: 

1. Catalog records produced i'n-library : Catalog records are typed, 
reproduced, or electronically compiled in the library by library 
staff. • , . 

2. Catalog records produced via external agents : Records are produced . 
by a vendor, network, or processing agent.. 

3. Catalog records added to catalog : Records new to the catalog which 
are interfiled in, or added electronically to, the catalog. 

4. Catalog records deleted from the catalog : Records relating to a . . 
holding withdrawn from the collection which are removed from the 
catalog, manually or electronically. 

5. Catalog 'records replaced with new records : Catalog records which 
are faulty, or disintegrating, which are removed or deleted from 
the file, and replaced with corrected or new records. 

CATALOGING ACTIVITY: Activities related, to the- identification and biblio- 
graphic description of library Materials. See also. Materials organiza- 
tion and control services under PROGRAMMATIC ACTIVITIES. Types of i 
cataloging-are: i 

' • ■ ^ 

1. Original cataloging : Determination derived from examination of the 
^ physicr;l item and limited information from sources beyond the 

physical item for the descriptive material to be contained in the 
bibliograoh'Ic record. (25)* 

2. Deri /ed cataloging : The classification and des^>"iption of an item 
using a source other than, or in addition to, che physical item 
for bibliographic j'nformation (e.g.. Library of Congress cards, 
commercial cards,** automated system, etc.). This bibliographic 
information may be altered to fit the needs and uses of the library. 
Also called copy cataloging. Types of derived cataloging may be 
distinguished (if desired) to:- 



.CATALOGING ACTIVITY (continued)- ( ■ ^ 

2. Deri ver t cataloging (continued) 

» Type I derived cataloging : Deri ved cataloging requiring minimal 
revision or adaptation from the bibliographic source in order 
to conform to-the local cataloging standards of the individual 
library. - - . 

e Type II derived cataloging ; Derived cataloging requiring more 
than minimal revision or adaptation from the bibliographic source 

. in order to conform to the 'local cataloging standards of the in- 
dividual library. - 

Sources of derived' catalcfging include: 

• Automated network catalog record : A record held by a network 
system containing bibliographic description for library materials 
usually accessed through a computer tenninal. (25)* This cate- 
gory may be additionally refined to indicate the source of the 
catalog record: contributed from other members of the network; 
MARC tapes or Library of Congress (LC) copy; and other. 

ft Cataloginq-in-publication (CIP): Bibliographic record (often ^ . 
incomplete) of a title found on the title page verso of the -pub-_ 
lication, and prepared by the Library of Congress- 

0 Library of Congress (LC) card or card copy f Catalog cards, proof 
slips, or register of cataloging records, provided .through the 
^ . Library- of Congress. This Idoes not Include LC cataloging pro- 
vided through commercial card services who may empTdyvLC catalc i 
records along with other cataloging sources. / ^ - 

' • 0 NationaV Union Catalog <NUC) : A register of locations for materials 
owned by libraries throughout the country. Included in NUC are 
copies of complete catalog records.- , ' 

• Preeataloqed material : An item which Is accompanied by'^Mtalog 
cards obtained through purchase, contract, or agreement 'Trom a 
commercial concern, library, or^central agency. (5)* • 

0 Other source : Card services which provide both LC and catalog 
records other than the above' lifted, or other sources not defined 
or described above. " ' ^ * 

3. Brief cataloguing : The classification and description of an item-in - 
an abbreviated form so that the item can used or circulated 

•^ immediately. • Also called temporary cataloging, or abbreviated 
cataloging. 

41 Recataloging : The altering of the description of^ a segment of the 
.-^c^ta\og and a portion of the library's collection in order to better 
v>m€^ needs of the library; , ' - 



CATALOGING ACTIVITY©(continued). 

5,. Reclassification : Ttie process of ssl5!Ctively aUering a defined 
cl ass i-fi cation scheme to better meet the needs'of the library. 

CATALOGING-IN-PUBLICATION: See Derived cataloging under CATALOGING. ' 
ACTIVITY.; 

CATALOGING SERVICES: See Materials organization and control services 

under PROGRAMMATIC ACTIVITIES. 
^- " ■ , ' • . ... 

CENSUS DATE: The appropriate date (year, month, and day as' applicable) 

for which reported population or population estimates are given. ^ 

CENTRAL LIBRARY: See SERVICE OUTLET. 

CENTRAL OFFICE: See ACADEMIC REPORTING-UNIT STRUCTURE. 

CENTRALIZED PROCESSING CENTER: See CONSORTIUM, NETWORK, AND/OR COOPERATIVE 
ENDEAVOR. • • - 

CERTIFICATE OR DIPLOMA: See HIGHEST DEGREE OFFERED/OBTAlNED. 

CHARGE: See CIRCULATION TRANSACTION and/or Generated income under CURRENT- 
FUND REVENUE CATEGORIES. 

. ■ . ' , ^ ■ • * 

CHART:~See ~Pi'ctorial representation 'under MATERIALS FORMAT^ • 

CHILDREN'S SERVICE: See PUBLIC LIBRARY USER..blvisiONS7 — 

CIRCULATION: vThd activity of a library in lending its resources to its 
clientele. This does not include interlibrary lending. See also' 
Resource distribution services under PROGRAfWTIC ACTIVITIES. 

CIRCULATION SERVICES: See Resource distribution services under PROGRAM- 
MATIC ACTIVITIES. ^ 

CIRCULATION: TR/-\NSACTI ON: The act of lending an .item from the library's / 
collection to a member of the library's user group for use generally 
(although not always) outside the library. This activity typically 
includes charging (i.e., creating a record of the circulation trans- • 
action and releasing an item for use outside of the library, eitfier " , 

'manually or electronically). Do notcount renewal transactions (see'. 
RENEWAL TRANSACTION) or discharging the item (i.e., clearing records 
to reflect the return of the item to the collection). This category 
includes both general circulation. and reserve circulation. Excluded . 
from this category are equipment circulation transactions (see EQUIP-, 
MENT"^CIRCULATION TRANSACTION), interlibrary circulation transactions 
(see INTE1?LIBRARYaOAN LENDING TRANSACTION), intralibrary circulatibn. 
(sge INTRALIBRARY CIRCULATION) in-house use, dial access transactions 
(see DIAL ACCESS), and bulk loans (see BULK LENDING)! Categories of ■ 
circulation transaction are: ' ' , - 

\ 



CIRCULATION, TRANSACTION (continued) , 

1.. General circulation transaction : The„actof lending an item from 
the library' s general collection to a member of the library's 
clientele for use -generally (xilthough not' always) outside the 
library building'. This category excludes limited circulations 
such as reserve circulation transactions, circulation' to indirect 
borrowers (such as. through interl i bra ry iloari), and c-irculatipn of^ 
equipment; This category does not 'include renewal .transactions. 

2. Reserve circulation transaction : The a^ct of-l^nding-an item from 
the .library's ^serve collection to a member of the library's 
clientele for use -outside .the. library "building. Typically, the 
reserve lpan period is less than that for the general .collection. 

3. Other circulation transaction : The act of'lending an item from a, 
collection other than the library's general or reserve collectiol. 
to a member of the library's clientele .for use outside the- library 
facility. This, category may include circulation of material from 
the reference collection, special collection,- or other areas of 
collection unavailable through' general circulation. 

^ ■ " ' . ' ' . ' 

CLAIM: An inquiry placed .by the library with a. vendor or publisher con- 
cerning items ordered but not:, received' by the library within a r^a so ri- 
dable length of time. Typically, this activity involves contacting the 
• vendor or publisher, and maintaining records regarding the claim. Also 
called "orders traced." i 

■ '~^'\ - ' ^ " ' 

-CLASS If I CAT I ON REV IS ION:; -See Reclassification under CATALOGING ACTIVITY. 

-CLASSIJICATION SYSTEM: A svstematic scheme for the arrangement c^f books 
and otHermateria^T^^ to subject; form, or othgr characteristic 
(ei; g. , \locati.pn). (1)* ^ * 

1. LibraryVf cbagress (LC) classification : An enumgrativelystem of - 
cVassKiiation for books and periodicals ^developed by the Library 
' ^'of Congress for its collections. It has annotation of two letters 
i and fpur. h'gures that allows for revision by expansion. There is 
no subdivision by forrt or place. (1, 12)* 

° ■ , '■ ■ , ' ■ '- . ■ 

1 Dewey Decimal Classification (DDC) : The .class-ification scheme, for 
books and periodicals dp"ised,by Melvil Dlwey, v/hich divides human 
\ knowledge into ten main asses, with further division, using.^a 
decimal dotation. The Dewey System is revised' within 'divis-lons 
and -subdivisions. (1, 12)* , 

3. Superintendent of Documents (SuDoc) classification : The scheme of 
classification- used by the U.S. Superintendent of • Documents, whp 

is responsible, for tl^e centralized control and distribution of U.S. 
government document^-: It is arranged basically by issuing agency. ^ 
The.. notation consists of a combination of letters and numbers.^ (.12) 
•• ■ - \ * •• 

4. - Other classificatio n: Any classification scheme not identified or • 

defined -above. ■ ' ' 



CLASSIFIED COLLECTION: See COLLECTION- CATEGORIES. 



CLASSROOM FACILITY: See ROOM US£ CATEGORIES. 

CLASSROOM TEACHER: See SCHOOL LIBRARY/MEDIA CENTER TARGET QROUP. 

CLERICAL EMPLOYEE: See Office/clerica-UempToyee- under PERSONNEL RESOURCE- 
CATEGORIES. _ . _ ■ 

CLIENTELE: See USER GROUP. .- ' ' ' ' ^ 

COLLECTION BOOK value": The actual dollar ampjjnt carried on the 1 ibrary's 
records of the book value of the 'collection resources (it avai lable) . 

\ . , ■ o ■ ■ 

COLLECTION CATEGORIES: Those groupings of cbllection resources in wh'ich ■ 
the library consolidates the collection'.: Typically, such collection 
groupings are based upon access 'needs, storage requirements, oV' special 
handling appropriate to types of materials. ' Exclude professional col- 

' lections^ intended for use -by library employees only.- Collection cate- 
gories include: ' / • - • , > 

K 'General library coU'ection : That portion of the library's material 
resources which is/available .to the library's user. group through 
general circulation and which is not held in a separate .collection. 

. . ■ ■ ' ■ ■ .t- ■ ■ 

Reference collection- : A ^col lection of books and other materials in 
a library useful for supplying- informatiori, ekept together for 
convenience!? and generally not allowed to circulate outside jthe 
^ ^H4brary.. See also REFERENCE COLLECTION. Subgroups are: 

• Ready reference collectionT A^ee-ific-^l lection of reference 
materials, typically of standard reference tooTsr^&^t -aside f rom 
the general' refereiice collection, providing information of a '^^^ 
factual nature. Examples of materials* typically located in 
" ' ready reference include almanacs, dictionaries, and directories. 

9 Reference -files : -AJ ist or group of records created by 'the library 
staff which contains plecTes^of— informatron^useful to answering 
the^st frequent reference questions. ExcTude--the: publJc^Mta- ^ 
^. logk serial lists, or other catalogs of the library's holdirigs. ^ 

e Vertical files : A collection of items such as pamphlets^and " 
clippings which , because of their shape and often ephemeraT 
nature,, ar^ filed vertically in drawers for ready reference. 

' (5)* 

' • Genera i reference'- col lection : All those material information 
Sources held in reference .collections\Other than those listed^ 
* above. / , 

\> . 

3. CI as s i f i ed ^coT 1 ec ti on : Thiat portion of the libr^ary's materials re- 
's ources whtch has limited distribution restricted by security 
classification regulations pf the U.S. Department of Defense or 
, other issuing agency. / . 



COLLECTION CATEGORIES (continued) " 

• •■. . . ■ ■ . ■ .' 

4. ' R p^erve col 1 ection Materi a1 s wWch hive been removed from the - 

general library collection and* sat arn'de in a library or media 
center so that they will be on hahd. for a certain course of study ^ 
• - .-or activity ir, progress. Usually ^he circulation and length of 
loan of items in a reserve collection are restricted so that these 
Items will be available to those us6rs who have^ne'ed of them within 
a limited time period, (5)* \ / ' 

5. N6nprint collection : A collection of n^mprinr. materials which have 
been removed from the generfal library coR-ection. Typically, 
sut:h collections art? placed in a special envT>Q(unent for th^ 
safekeeping and upkeep of the nonprint material iX)r to provide j 
readv access to necessary equipment fOr use of the collection. | 
AXso' included are rotating or rental tape and=film libraries* I 
maintained and controlled by the library. , ' | 

6. Special collection : A collection of material (s) of a certain form, i 
on a certain subject, of a certain period or geographical area, 
Sfhich is more or less general in character. Examples of such 
corections are government documents sections, rare books collec- 

1 tions, Charlie Chaplin Film Library. (5)* 

7. Off-site stcraqe collection : A collection of material which is 
generally infrequently used by the library's user group and is, 
thus, housed separately from the remainder of the collection. Such 
off-site storage is typically in a building away from the library s 
mai^i facilities, and allows for more shelving capacity within the 
library's main facilities. 

8. Other co^ lection : Materials housed in other than the above collec- 
tions. 

COLLECTION COUNTS: The reporting and recording of data about the materials 
■ held in the library collection for internal and exchange purposes. See 
also MATERIALS ACQUISITION COUNTS and/or MATERIALS FORMAT. For purposes 
of counting the collection held by the library, it is useful to examine 
the collection in at least the following categories of materials format:: 

1 . Print (or printed) materials, 

- Books and bookstock 

- Periodicals , ... 

- Other print materials ' ' ' 

'2' Mi crp f prms 
3. Other nonprint materials 

Depending upon the level of detail necessary at the local level, it 
may be useful to further refine these categories according to the sub- 
■ categories listed under MATERIALS FORMAT. For example, among schoo^ 
libraries, it is important to examine more closely the holdings of 
.nonprint materials. 
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COLLECTION COUNTS (continued) 

Distinction should be made between the fcllovinng types of collections 
heTd by the library: 

1. Materials which ar e ! solely ovmed by the repfi^rting librar y 

2. Materials which ar e jointly owned : Those matjerials held by the library 
which are not solely the property of the library or the parent 
organization. These materials include rotating collections owned 

by a system of libraries, materials acquired in conjunction with 
another library or other libraries, or materials otherwise partiaV 
owned by the reporting library. 

3. Rental collections or .materials on loan to the reporting library : 
Materials whkh, although housed by the reporting library, are not 
owned by the reporting library. These include materials received 
as part of rental collections, on extende':^ '' ^v* to the library from 
another library or agency, or on loan fr-\ Midividual. 

Counts should include: 

1. Title : A title is. a publication which forms a separate bibliographic 
whole, whether issued in one or several volumes, reels, discs, 'slides , 
'or parts. Tt applies equally to printed as well as nonprint mate- 
rials. (19) A title may be distinguished from other titles by its 
unique International Standar"! Book Number or Serial Number. Esti- 
mation pror.edures are specified in the U.S. National Center for 
Education Si:ati sties Library General Information Survey (LIBGIS). 

2. Physical unit : A single unit holding cf\ the library distinguished 
from'.oU:8r single units by a separate binding, encasement, or other 
clear distinct'ion. Items boxed together (e.g., book bags, kits) 
should be, counted as "one." Otherwise, each ihdi\/idual item (e.g., 
a slide, an;Overhead transparency, a microfiche card) should be 
counted as "one." Similarly, a physical volume should be counted 
^*as "one." ^ 

In order to assc;S5 the contents of the microform collection, it is 
advisable to include counts- of books, periodicals, and other materials 
held on microform, as well as the physical dimensiions of the collection. 
Both title -and volume equivalency counts of materials on microform are 
considered appropriate. Finally, for some purposes, it is advantageous 
.for the library manager to know the book value of the collection, and 
of course, some assessment of the effectiveness of the collection in 
,meriing the^eeds'of the target population. 

COLLECTION DEVELOPMENT SERVICES: See PROGRAMMATIC ACTIVITIES. 

COLLECTION EXPENDITURES: See Collection resources expenditures under 
EXPENDITURE CATEGORIES AND TRANSFERS. 
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COLLECTION RESOURCES: The total accumulation of library materials pro- 
vided by a library for its clientele. Also called library (collection) 
materials, library resources, or library holdings. (5)* Collection 
resources are measured in the following types of terms: 

1. Physical dimensions : The numbers, formats and sizes of materials 
held in the collection. Physical dimension is most appropriate 
to determining facility needs, equipment needs, and associated 
planning. Measures used for physical dime s ions include: 

« Materials ^format ^ 

• Physical unit 

e Chelf space utilized 

2. Intellectual dimensions : The scope and depth of the collection 
resources. Measures of intellectual dimensions include: 

• Collection breadtn : The coverage, regardless of depth, of subject 
matter; the scope (either in subject interest, age, or other) 

of the audience intended by the materials of the collection (this 
should not be confused with tlie intended audience or target g'^ou'- 
of the library); and the overall capability of the collection 
to provide information for a variety of purposes and at a variety 
of levels. 

c \ol lection depth : The degree to which subject matter contained 
ih the collection (and as identified by collection breadth) is 
^ represented and the level of the intended audience of the material 
Collection depth closely relates to the capability of the collec- 
tion to meet high^ly ^ipecialized, and often sophisticated, demand 

• for information,. 3eyond the density of coverage p'.e., the number 
of titles in each subject covered), special collectionis , technical 
reports, and similar indicators of the intended audience of the 
material need to be considered. 

3. Rel evancy : Relevancy of ^the collection relates the intellectual 
tensions of the collection re.-vurces witi the characteristics 
of the library's target group. n addition, currency of the col- 
lection resources, either in interest or in recency of publication, 
is considered. 

e Appropriate collection breadth : The degree to which the subject 
matter covered and the intended. age ranges (or, alternatively, 
the^ degree of acquired knowledge assumed by the materials in the 
collection) correspond to the characteristics of the target group. 

/ 

0 Appropriate collection depth : The degree "to which the depth of 
col lection— either in level of subject sophistication or in ti.tle 
density— correspond to the characteristics of the target group. 



COLLECTION RESOURCES (continued) ^ / , 

3, Relevancy (continued) ; ' j 

• Currency of collection : Collection currency is a funcition of 
interest as well as of recency of puoli cation dates represented 
in the collection. Beyond age of the collection and jacquisition 
rates, the recency of usa of the title needs to be considered: 

^4. Accessibility : Accei::sibility refers to the physical positioning of 
col 1 ecti on materi al s and the ease v/ith which the user can lc:ate 
desired information within the collection. Measures of > accessibility 
include delivery time of materials to the library user from the 
\ -collection, from off-site storage, and through recall of^ materials 
\ from circulation; the ease with which a patron can locate desired 
materials on the shelf and through the public catalog;'and the 
unsatisfied demand for materials which are .inaccessible to the 
patron (e.g., lost, in circulation, in the bindery). Accessibility 
can also be applied to materials available in resource' sharing and 
network agreements. 

5. Availability : Availability is an indicator of the existence of 
requested material or information within the collection. Specific 
meas'ures of availability include percent of current publications 

, purchased by the library, percev/c of .requests filled- by the library 
collection, number of . inter! ibrary loan borrowing, requests by 
library's user group (for material not owned by 'the l ibrary). 
Collection availability necessarily needs to be weighed in light 
of materials available in consortium, network, or other coopera- 
tive endeavors in which the library participates. 

6. U tilization : Utilization factors are an indicator of the utility 

of the collection to the user. Specifically, collection utilization 
is a measure of the relative use of titles in the collection through 
circulation, interlibrary loan, and in-house use. 

COLLECTION RESOURCES EXPENDITURES: See EXPENDITURE CATEGORIES AND TRANSFERS 

COLLECTION RESOURCES MAINTENANCE ACl^IVITY: The activity and expenditures 
necessary to preserve the library's accumulation of materials for the 
collection. This category includes binding, mending, 'preservation, and 
conversion of materials in the collection in order to ensure its con- 
tinued usefulness. Organization and circulation of the collection (i.e., 
>nelving, cataloging, and control) are not considered a part of collec- 
tion maintenance* Costs associated with in-house maintenance should 
not be reported here, since they are already reported elsewhere, e.g., 
1n i5a1aries and wages. 

1. Binding ^nd rebinding : The process of producing -a single volume from 
leaves, sheets, signatures, or issues of periodicals, or of covering 
such a volume, either initially, as in the case of "binding," or 
cn a thorough restoration of a volume involving resewing and a new , 
cover, as in the case of "rebinding." Also included are repairing- . 
and mending- (5) For expenuiture repo*-r.ing purposes, expenditures 
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COLLECTION RESOURCES MAINTENANCE ACTIVITY (continued) 
.1. Binding and rebinding (continued) 

paid to commercial binders should be included. In-housej: costs . 
associated with in-house binding,; mending, and repair shpuld be 
excluded; these costs are a part of salaries and wages, jsupplies, 
and other direct costs reported elsewhere. 

2. Materials conversion : The process of converting current tollecticr! 
holdings of the library to microform or ot..er format for | the purpose 
of preservation. For expenditure reporting purposes, include only 
those direct costs ass^^iated with coiimercial conversion] Exclude 
expenditures, for materials purchased in print or microfop (included 
under collection resources expendi uures and direct costs 
with in-library conversion costs (included underV program 



associated 
expenditures) 



.3. Preservation : Deacidification, restoration, replacement,' laminationr 
and other special measures employed to preserve materialis in the 
. collection. For expenditure reporting purposes, only those costs 
.associated with conmiercial firm preservation services should be 
included. Direct costs associated with in-library preservation 
activities should be excluded from this category and reported id>=r 
program related expenditures. • 

4. Other collection maintenance : Other activities and expenditures made 
to maintain the collection beyond those specified and defined above. 

rnai-CTION resources maintenance SERVICES:'See Technical services under 
PROGRAMT'lATIC ACTIVITIES. 

COMMUNITY REFL'RPAL: See Community referral transaction under INFORMATION 
CONTACT and/or Commun ity referral services under PROGRAMMATIC ACTIVIiIES. 

COMPENSATION: S^i: Program expenditures (direct costs) under EXPENDITURE 
CATEGORIES AND TRANSFERS.' 

COMPULSORY ATTENDANCE: "^ee SCHOOL COMPULSORY AHENDANCE AGE SPAN. 

COMPUTER: See CcK'^i-itt^r dv^vi :e under EQUIPMENT TYPES, 

C MPliTET. (Afrx-Ot: i^e^i On line co m puter catalog under CATALOG. 

COMPUTER iNPUT/OUTPUT DEVICE: See Comp uter device under EQUIPMENT TYPES. 

COMPUTER MATERiAu: S-ee mater:, ..u . rOR/J^T. . > • . 

COf'PUTER PRINTOUT: See Computer ' iTy-.l.Or'-> »l under MATERIALS FORMAT. 

COMPU'^'ER T-RMINAL: See Computer dev- ce under EQUIPMENT TYPhS. 
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CONSORTIUM, NETWORK. AND/OK COOPERATIVE, ENDEAVOR: A group of independent 
and autonomous libraries banded together by informal or formal agree-, 
ments or contracts ^baring of resources, joint activities to improve 
the library sen jf the participants, or other common services or 
planning beyond : iional Interlibrary loar^ (as defined in the National 
Inter! ibrary Loan Je of 1968). These agreements may be temporary or 
pemianent, an^; may not include membership fees and service charges 

Examples incln^ - OCLC, the Center for Research Libraries, and biblio- 

^ graphic cento- Activities and expenditures associated with consortia, 
networks, and .cooperative endeavors should be recorded separately from 
other activities and expenditures; however, such activities and expendi- 
tures should remain assc iated with the appropriate p^ograrmatic cate- 
gory. For example, activities fostered in information services by 
participation in a cooperative should be ncted separately from activi- 
ties generated by a local demand. Both sets of activities, hov -ver, ^ 
should /still be associated with information services. See also COOP- 
ERATING LIBRARY.- At a minimum, the following types of programmatic . 
activities supported by cooperation should be identified: 

1 . Information services • " ■ 

2. Interlibrary loan services . \ ' 
3., Collection development services ' * - 

4. Materials acquisition services 

5. Materials organization and control services 
Various levels of cooperation can be distinguished: 

1. Participation -^n local cooperative activities : A group of local 
independent and autonomous libraries banded together by formal or' 
informal agreements for joint activities, resource sharing, or 
other common Services beyond traditional interlibrary loan. 

2. Participation in regional or intrastate cooperative activities : 

A regional or state system of independent libraries grouped according 
to geographical divisions of the state(s). In formal regional or 
state systems, there ma: a designated headquarters of which 
responsibil i ties may include consulting, coordination, reference 
and referral back-up, interlibrary loan switching^ and so forth. 
Within, such systems of public libraries, the state library agency 
may aci as an overall coordinator and funding sourer. 

3. Participation in a bibliographic service cent !:r: A bibliographic 
service center is an organization that' serves as a broker or dis- 
tributor of .computer-based bibliographic processing services (i.e., 
activities that assist libraries in establishing bibliographic 
control over their material and in gaining access to mechanisms 
for their identification and retrieval). . A blbV'^jraphic service 
center may also provide other services, such as interlibrary loan 
facilitation and maintenance of union catalogs. A service tenter 
gains access to external resources through the facilities of a 
blrj'icgraphic utility. (11)* > 
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— GONSORTIUM, NETWliftK, AND/OR COOPERATIVE ENDEAVOR (continued) 

4. Direct participation in a bibliographic utility :. A bibliographic^ 
utility 1s an organization that maintains online bibliographic data 
bases, enabling it to offer computer-based support to any interested 
user. A bibliographic utility maintains a network data store and 
provides standard interface through which bibliographic service - 
centers and individual library parti cip'ants may gain access to 
network resources. (11)* Include only direct participation in a. 
bibliographic utility; exclude access to bibliographic utilities 
provided to the library by bibliographic service centers, above. 

- 5. P cirtinipation in a centralized processing center : Centralized pro- 
c^sThg is a system for ordering library materials, preparing them 
for use, and preparing cataloging records for them in one library 
or agency for a group of libraries. (11)* _ 

6. Participation in a union catalog or union list cooperauive project 
(other than through the "above) : Contributions and participation in 
a catalog or list which describes the contents of physically sepa- 
rate library collections, indicating by means of location data the 
libraries in which a given item may be^ found. (11)* 

7. Participation in other consortium, network, and / or cooperative 
endeavor : Any cooperative activity conducted bv independent and 
autonomous libraries, other than those cited and defined above. 

CONTINUATION ORDER-: See STANDING (CONTINUATION) OPDER. 

CONTRACTS: See CURr^HHT-Fi'r ^ REVENUE CATEGORI^o. / 

c 

• CONTRIP'.F'^n MATERI/.L!;: Gi "^t? of Mbrary materials to the collt-ction by 
private donorr, ofcn:^f 1 :bi ries, and agencies. The contributed mate- 
rials retain? ' a ' -dn^i to t^ie collection should be considered 
separately un6e^ ■'■lERIP .S ACQUISITION COONTS. ■ 

't^TPIBini'D (VOLUNTEER) SERVICES: f-^je Program expenditu res (direct costs) 
:rr:-e P<PSNDITURE CATEGORIES AND TRANSFERS. 

CONTRIBUTIONS: See Private gifts, grants, and contracts under CURRENT-FUND 
REVENUE CATEGORIES. 

CONVERSION: See' Recatalogi tg or Reclassification under lATALOGING ACTIVITY, 
and/or >teteri aTTT^H^si on under COLLECTION, RESOURCE MAINTENANCE 

activity: ~ 

COOPEPsATING LIBRARY: A library i^articipating with' other libraries in / 
coopefStlon endeavors < beyond normal interlibrary loan. Both numbers 
and tyP'S of cooepr.'ting libraries should be considered. S^e also 
CONSORTIUM, NET1,^0RK AND/OR COOPERATIVE ENDEAVOR. \ 

COOPERATION: See CONSORTIUM, NETWORK, AND/OR COOFr.RA.TIVE ENDEAVOR\and/or 
COOPERATING LIBRARY. 

\ 



COPIER: See F Hnters/copiers/dupl icators under EQljIPMENT TYPES. 
COPY CATALOGING: See Derived cata1ogi.r\q tinder CATALOGING ACTIVITY. 



COST: See Program expenditures (direct costs) under EXPENDITURE CATEGORIES 
AND TRANSFERS. 

COURSE LEVEL: See ACADEMIC COURSE LEVEL. 

CREDIT HOURS: See ACADEMIC STUDENT CREDIT HOURS. 

CROSS-REFERENCE: A direction from one term to another. Also called 
Reference. (1 ) 

1. "See" reference : A direction in a catalog from a term rider which 
no entries are listed to a term or name under which entries are 
listed. Other terms used , are "See" Cross7References, "See" Subject" 
References, "See" Cards, and "See" Reference card. (1) 

2. "See also" referen ce: A direction in a catalog from one term or name 
under which entrieTare listed ^o another term or name under which 
additional or allied infonnatr. may be found. (1) 

CULTURAL EVENTS PROGfCftMS: See Cultural > recreational, and educational 
services under PROGRAMMATIC ACTIVITIES. 

CULTURAL SERVICES: See Cultural, recreational, and e ducational services 
under PROGRAMMATIC ACTIVITIES. 

CURRENT-FUND BALANCE: See FUND BALANCES. 

CURRENT-FUND REVENUE CATEGORIES: Standard categories that describe all 
unrestricted furds accepted during the reporting period plus those 
restricted fun'Js that were expended for operating purposes during the 
reporting per^-c!. The foil owing categories are recommended: 

1. Government • ? a ppropri n ti ons : All unrestricted appropriations (in- 
eluding reve*nue sharing moni^) and restricted appropriations to 
the extent' expended for cur>^ent operaitions received from, or made 
available to, the institut-ion through acts of a legislative body, 
exclusive of governmental grants and contracts. Includes rr. nies 
obtained through specirl djrect taxation (e.g. , mill levy) for 
libraries. le following f under-level subcategories are recommended: 

^9 Federal 

e State 

9 Local 



© Other jurisdiction 
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CURRENT-FUND REVENUE CATEGORIES (continued) 

2. Governmental grants and contracts ; All revenues from gQvernmental 
agencies that are received, or made available for specific projects 
or programs, including those under the Comprehensive Employinent 
and Training Act (CETA). The following funder-level subcategories 
are reconmended : ' '"• - 

. e Federal . > 

t State 

e Local , 
• Other jurisdiction 

3. Private gifts, grants, and contracts : Al'l revenues from nongovern- 
mental organizations or'individuals, including monies resulting 
from the purchas_e of gifts or services by nongovernmental entities 
on a ccntractJjal basis. Unrestricted gifts, grants, and bequests, 
as well d? restricted gifts and contracts to the extent that they 

. are expended for current operations are inc-luded in this category. 
Income from fands held in revocable trusts or distributable at the 
discretion of the trustees of such trusts shouiJ be incluued. When 
the performance of contributed service? is significant to the 
library, the valui? of these s.rvices . should be included in this 
category. When materials are donated to the library's collection, 
.the dollar equivalency of such materials need not be included in thi 
category. See also Program expenditures (direct costs) under 
EXPENDITURE CATEGORIES AND TRANSFERS. , 

c- 

4. Endowment income : All unrestricted income of endowment and similar 
funds, restricted' incom"e of endowment and sTmilar funds to the 
extent expendeu ,or current operating purposes, and income from 
funds held in trust by other irrevocable trusts. 

5. Generated income- : All revenues generated from the sales and services 
of the library- including user fees, cost-recovery charges for .ser- 
vice?, and- sale of books, equipment, or other library assets. 

Exar es of such revenues are film rentals, library registration 
feei, search service fees, interlibrary loan charges, overdue" and 
book replacement fines. This income is confined to monies received 
from liJ3'rary clientele, other institutions, and other' libraries 
.:■ and.shduldijTOt include transferred funds from other departments 
Within the organization for services rendered. 

, - . 

^ 6. Other current-fund revenues ! ."riis category includes all items of . 
revenue not cove; ed elsewhere. Examples are interest income and 
gains (net of losses) from investment: of unrestricted funds. 

/. Transfer-'-in ; Monies transferred from another department in the 
parent organization or governmental structure of which the library 
. is a part, specifically as payment for se^-vices rendered, should 
be included in this category... Typically, money does not actually 
change hands,, but is transferred between accounts on paper. 



CURRENT-FUND REVENUE CATEGORIES (continued) 

Academic institutions and nonpublic schools should also include the 
following category of income: 

8. Tuition and f ires: All tuition and fees assessed (net of refunds) 
against students for current operating expenses. Even if tuition 
and fees are remitted to the state as an offset to the state 
appropriation, these monies shouTd be reported in this category. 

For special libraries serving private firms, -consideration should be . 
given to the -following si ngld -category of^'ncome, or to a combination 
of this category and selected crtheirs li steel above- : ; 

9. Appropriations from parent organization : All restricted and.unre- 
stricted monies provided by the parent organization to the library 
for current operations. 

.CURRENT-FUND SOURCE/USE FORMAT:^ A format used to display funds by source 
(where the term use refers to expenditures and mandatory transfers). 
The sources represent the funding sources out of which expenditures or 
transfers are made^ 'Therefore the Current-Fund Source/m.*: P'ormat is 
simply a matrix display of the uses of the current-fund fe:vjenditures. 
Tha uses of funds classified. by functions (programmatic activities) of 
the'library are showp along the vertical .dimension of the matrix, while 
the .individual sources are shown along the horizontal dimension. The 
unique characteristic of the source/use format is the information pro- 
vided in the cells of the matrix allowing the manager to determine not 
only, purposes for which current- fund monies were expended but ajso the 
source of funding used to finance. that expenditure. 
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DAILY ATTLNDANCf: See Average dai 1 v attendance under SCHOOL STUDENT COUNTS. 

DAILY MEMBERSHIP: See "A verage daily membership under SCHOOL STUDENT COUNTS. 

DATA BASE: 'A data base is a structured collection of data developed accord- 
ing to uniform standards. (1.) Types- of data bases to which the library 
may have access 'include: ' " • 

• " Ir-' B data base : A bibliographic data base is one in which 

the data (infqrmation) represent individual bibliographic attributes 
of an item or article, typically including descriptive and subject 
cataloging elements, indexing elements, authority elements, and 
abstracts; (11)* Bibliographic data bases include, those subject 
data bases provided to support reference^ services and those cata- 
loging and acquisitions data laases provided to support technical 
services. I , • 

2-. Numeric data base : A numeric data base is one in which the data 
(information) represent numerical facts, statistical analysis, or 
other numerical information about a; subject, geographical area, or 
group of similrr entities. Typically, numerical data include census 
data, survey results, and other information which can be categorized 
as "numerical." Do not include accounting or other data bases used 
in the planning** and m^inagement of the library. 

3. Full-text retrieval data bas e: A textual data base is one in which 
the data (information) are of a textual nature, including facts, 
texts (of books, speeches, prcceedings, gtc), or similar content. 
A textual data base may be distinguished from a bibliographic data 
base in-that-the actual text (rather than reference to a- textual 
item) .is stored: An example would be Viewdata. , See also FULL-TEXT 
RETRIEVAL TRANSACTION. . " ■ 

4. Other data base : A data base other than the above specified types - 
of data bases. Incl.uci heng authority data bases (unless a part 
of a. bibliographic data base), identification data bases Xe.g., 
address lists, directories), and management information sys.tems. 

DEBT SERVICE: Includes repayment on principal and interest on all sho'1?t- . 
and long-term debt. ' • , , - " 

DEPRECIATION/AMORTIZATION^: An accounting process whereby tf.: estimated 
Vcl .'of equipment or building'assets are lowered according to present 

V ^ alue or selvage value.- For the most" part, 'depreciation is useful in 
"costing, capital invastintit, overtime, or for tax purposes. Under most- 
circumstances, this is included as, an overhead cost or burden rate since 
such equipfTT^nt and buiMding benefit more than. one cost center. 

DERIVED CATALOGING: See CATALOGING ACTIVITY. -J-. . 

DERIVED CATALOGING SOURCE: See D^rfved cataloging unJsr CATALOGING ACTIVITY. 



DEVICES: See EQUIPMENT TYPES. ' ' 

DEWEY DECIMAL CLASSIFICATION (DDC): See CLASSIFICATION SYSTEM. 

DIAL ACCSSS: Dial .access is the distribution of instruction,', educational , 
bibUographic, or pther information by[ cable and/or microwave link 
within a library or between' two or more^ institutions or libraries. 
Strictly speaking, the communication link is'^made over telephone lines 
using a telephone for its connection, the transmission may take the 
form of radio, television, or computer data and there may ^b^ a computer 

' or computer terminal at any point on, the network or communication system 
Input and output devices may take the form of teletyK?ewT iters or other 
input and output devices,. For c suriirnc.ry of potential devices which 
may be employed in dial access services, see Computer devices under 
EQUIPMENT TYPES. ^ ^ . 

DIORAMA: See T h ree-di niens i onal materi ^ ^ under MATE RIALS' FORMAT. 

DIPLOMA:, See Certificate or diploma under HIGHEST DEGREE OFFERED/OBTAINED. 

DIRECT COSTS: See Program expenditures (direct costs) under EXPENDITURE 
CATEGORIES AND TRANSFERS. . , 

DIRECTIONAL TRANSACTION: See INFORMATION CONTACT. 

DISADVANTAGE STATUS: An indicator of an academic, economic, cultural, on 
other deficiency that substantially limits an individual's ability to 
access or utilize the materials or services of the library, or those 
of the parent organization. Types of disadvantage status include: 

1 . No disadvantage 

2. Academic disadvantage : A deficiency in the person's academic prep- 
aration that requires so; 2 ftSrm of remedial service or assistance.. 

3. Economic disadvantage : A cleficiency in the person's incojne level 
that requires either financial assistance or special services to 
guarantee access to the library resources or . programs. 

4. Cultural disadvanta i^'^ vi dual s^ whose backgrounds and family 
culture (economic anu " al ) are i^o different from the norm of 
the school, community, or nation that they require differentiated 
services and materials. • 

5. Functionally illiterate : An adult who is unable to read, write, ^ 
compute sufficiently well to meet the requirements of adult life. 

6; Other disadvantage , ^ 

DISCHARGE: See CIRCULATION TRANSACTION. . . ' ^ ' 

DISCIPLINE/SUBJEC. MATTER: A branch of knowledge cr teaching. - Disciplines" 
and subject^ matter can be categorized according to the classification 

/and coding of fields of subject matter used in the National Center for 
Education Statistics, L ia^sif i c ation of Educational Subject Matter (1977) 



DOCTORAL DEGREE: See HltiHElr DEGREE OFFERED/OBTAINED. 

DOLLAR AMOUNT: The quantifiable measure of a financial transaction or 
summary as expressed in U.S. dollars, 

DOH-AR EQUIVALENCY: The monetary value of services, materials, nondollar 
assets, or other commodity, based upon the value (on the open market) 
of such services^ materials, assets, or other commodity. See also 
Contributed (volunteer) services under EXPENDITURE CATEGORIES AND 
TRANSFERS. 

DONATED MATERIALS: See CONTRIBUTED MAff^IALS. 

DONATED SERVICES: See Contributed (volunteer) services under fXPENDITURE, 
. CATEGORIES AND TRANSFERS. \ 

DUPLICATORS: See Printers/copiers/duplicato r mder EQU-IPMENT TYPES.' / 
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EDUCATIONAL ATTAINMENT: The level of school completed. This excludes 
level in progress of completion; the- grade or degree prior to current 
data should be considered as the level of educational attainment.- The 
following gradations in educa'Mun are appropriate: 

For library employees - ^ 



1. Less than high school grad ua tion 

2. Certificate or diploma 

3. Associate degree 

4. Bachelor's degree \ 

5. Master's degree 
0 In information/library science 

/ 0 In radia/educational, technology ' - \ 

e Two or-more' master's degrees .(or masttVf''s -ind f irst professional 

degrees) v, . ' , 

- one pf which/is fh infonnation/libr^;^ science ' ' 

• - one'bf which is in media/education:-;! , fjchno.l^gy 

_ - none'of which is in ">nforTT.dtion/library science or media/ - 
educational* technology \ _ : ; 

0 Other master's 

6. Doctoral degree 



/ 



7. Other . ^ 
For adu i . population 

1 . No school years completed 

2. Elementary school years completed 
e 1 to 4 years completed 

© 5 to y^years completed 
® 8?years\ completed 

3. H igh school years completed 

* 1 to 3 years completec^a 

• 4 years completed 



EDUCATIONAL' ATTAINMENT (continued) 
Fon adult population (continued) 

4. College years completed 

t ^ to 3 years completed . ' • 

• 4 or more years completed 

c * ■ ■ 

5. Unknown 

ELECTRONIC DISPLAY DEVICE: See EQUIPMENT TYPES. 
ELECTRONIC DISPLAY MATERIAL: See MATERIALS FORMAT. 
ELEM5NTARY SCHOOL See SCHOOL. 

EMPLOYEE: Any individual compensated by an institution for services, ren- 
dered. Included are individuals who donate their services, if serv^es 
performed are a normal part of the institution's programs or supporting 

- services that otherwise would be performed by compensate^ personnel.-^ 
Specifically excluded are employees of firms providing services to the 

- institution on a contractual basis. See also PERSONNEL RESOURCE CATE- 
GORIES. ; / 

employee' COUNTS: the recording or reporting of employee/ personnel. data 
by one of the following methods: 

1. Service month : The equivalent of one individual working full-time 
for the period of one month. Service months are calculated by 
multiplying^ the percent workload (relative fill 1-timeness) by the 
number of months of the individual's appointment. As- examples, an 
individual employed half-time for 'six months would be equivalent 

^ of (.5 x 6) or three service months. An individual employed full- 
time for nine months would be equivalent of (1.0 x 9) or nine 
service months of resource, and so, forth. 

2. Headcounts: Irivglves a profile (point-in-time) identification of 
* the actual unduplicated number of employees. /Usually used for 

recording and reporting employment level or employment status by 
such categories as ful 1 -time/part-time ^ ma^le/female, race/ethnic _ 
status, and regular/temporary/ seasonal . . 

3. Full-time equivalent (FTE) counts : Involves' the identification of 
numbers of em[3loyees by their tatal contracted or assigned per- 
centages of time during a given period (generally a fiscal. year) 
in order to reflect the library's personnel resources.. These FTE 
counts can be summarized by hiring units, types of programs (for 
example. Information Services, Col lection Development Services, 
Administrative and Administrative Support Services), types of 
specific work assignments (e.g., Administrative, clerical, or 
service)*. \ ^ . * 



EMPLOYEE COUNTS (continued) - 

^ 3,, Fu n-time equivalent (FTE) counts (continued) 

A full-time equivalent personnel resource 'is defined as the equiva- 
lent bf one einpToyee who is deemed to be carrying a full load fn 
\ accordance with an institutionally agreed-upbn convention for/con- 
verting numbers of specific employees to an equivalent number of 
' full-time employees. For purpo^jes of reporttpg information about 
• FTE personnel resources, the following method can be used to cal- 
- culate coinparabTe fiscal year* FTE personnel resource data: 

Stej) 1: Determine the total service months rendered by an indrvidual 
over a fiscal year. For a given employee, ^multiply the percent 
workload (appointment percentage or relative full-tinie status) by 
the number, of months of the individual's appointment for the fiscal ^ 
year. For employees hired for a period vof time that involves less 
than a month, multiply the percent workload by the applicable per- 
centage of the month involved (that is, two weeks would generally 
be considered half or .50 of a month): 

Step 2 : Determine the total annualized FTE personnel resources of 
all employees available during a fiscal year by totaling the service 
months calculated for all employees (in Step 1) and dividing by 12. 

EMPLOYMENT CATEGORIES: See PERSONNEL RESOURCE CATEGORIES and/or Employment 
categories (df adult population) under PUBLIC LIBRARY TARGET GROUP. 

ENDOWMENT INCO_^E:_ See CURRENT-FUND REVENUE CATEGORIES. . 

ENROLLMENT: See SCHOOL STUDENT .COUNTS. ^ 

ENTRANCE REQUIREMENT; See MINIMUM ADMISSIONS REQUIREMENT. 

ENTRY: A record o'f a bibliographical entity in a catalog or list. (9) 
I For catalogs, entries may include author entries, added entries (secondary 
entries), main entries, ond analytic entries. 

EQUIPMENT CIRCULATION TRANSACTION: The loan (or rental) of an item from 
the library's equipment resources to a library user. 

EQUIPMENT DISTRIBUTION SERVICES: See Circulation services under PROGRAM- 
MATIC ACTIVITIES. . " 

EQUIPMENT IDENTIFIERS: Serial numbers, repair records, and other identi- 
fication pertaining to'ai^individual piece of equipment. Also included 
are descriptors regarding the ownership and 'availability of the piece 
' of equipment: . 

1. Equipment ownership status : An indicator that the library owns, ^ 
rents, or has borrowed the piece of equipment. 

2. Equipment availability : The degree tO'which the library's user group 
can access the -individual item. Generally this includes whether 
the equipment is available for circulation, in-ljbrary use, or not 
foir use by the library's user group. - 



EQUIPHEj^t TYPES:- Report the. types of ecjuipment provided by or utilized 

by'tHe library, indicate the status of ownership associated with these 
■ ^'^"■'Pinervt (i.e-. owned jointly, owned, or rented/leased). - 

!• Audio-'levice: A device used for the reception, recording, trans- 
ini"55Tbn, or reproduction of sound (only). (17)\See also Audio.- 
rwnr ding under MATERIALS FORMAT. • - 

• j^iid ioplayer : A unit which can play back recordings on tape-or 
"3iTc. but "which is not capable of recording. It contains ampli- 
•f-jers and/or speakers. Included are tape players and record , 
players. ' " ' ' . ' 

« ji^iid io record er: A unit which can record (and may play back) sound 
orTaudTotapi" audiocard, or audiopage. It may contain heads for 
erasing, recording, and playback; amplifiers; and transiDprt^ 
-BiechajT/i sms . jhe recorder may be nronophoniC;, stereophonic, or 
multi -channel and may have provisions for comparison of channels., 
(17) .IricVuded i-n this category are cartridge- audiotape recorders 
/and cassette audiotape recorders, audjocard recorders, and audio- 
page recorders./^ 

• Aud-iota^ e duplicator : A device us'ed to transfer -the audio signal 

one audiotape to another. Duplicators usually make the * 
^;ransfer to one or more copies at speeds' much faster than real 
tijne or ordinary playback speeds. It may duplicate audiotapes 
. on reels, cassettes, or cartridges. (17) ' • . - ' 

« Li5i§Iliil2<£enter= ^" audio distribution device into which headsets 
be connocte'" to enable more than one user to listen to. an 
audio program, iv. . ay have more than one /channel and may have 
volume cbntrois. Jhe entire unit may be permanently mounted, or 
> packed into a storage case. (17) 

\ flthejiau dio device : Any audio 'device not listed or defined- above. 
];^cluded here are- radio receivers, audio induction equipment, 
- audio amplification equipment, audio mixers, and audio compressors. 

CompL!ter_deyice: .A computer and those devices which wilT enable a 
c5iiputer to^ifform its task. The combination of devices is capable 
Of accepting information, applying prescribed processes to the • 
inforniation, and supplying the results of the application to these 
Processes— all without human intervention. (17) -See also DIAL 
Access and/cr c omputer materia l under MATERIALS FORMAT^. 

Computer devices 'include:' - 

)uter : An electronic data processor that can perform substantial 



I • CornR 

' without intervention -by a human operator during the run. y>r 

This includes the main frame (i.e., central processing unit which 
contains, the main storage, arithmetic unit, and special register 
groups); .storage and" input/output devisees. Such a computer can 



coiriputation, including numerous arithmetic or logic operations. 



\ 



EQUIPMENT TYPES (continued) ... • 

2. ^ Computer device (continued) '~ ' '\ . 

a Computer (continued) ^ * ' \ 

af^o act as input-output buffers in a system of computers. Gen- 
.eriliy speaRing, computers can be categorized according to size 
and speed: large-scale systems, midsized systems, minicomputers, 
c»hd microcomputers. - ' 

' ' ■ ■ ^ ^ • ' - ' . ■ • 

" 0 Computer terminal : A^unit which permits one or two-way commum ca- 
tion between a user and a computer via' communi cations lines. The. 
{ device may include features such as, a cathode ray. tube (CRT) , 

typewriter/teletype/unit. Tight pen;\printer, pl^^sma panel , tefe- 
' • -Vision receiver, touch sensitive pan^l , keyboard, card reader, 
:^ta^e reader, or 'audio output unit^ (T7)^ . ' / 

e Other -input/output device : Other device or'cotlective set of devicfes 
used for conveying data into or out of 'the computer. '(3)* Includes 
independent card -readers; line printers, and other input/-output 
devices which 'arg/not features of the terminal, but are a part of , 
.the computer t^minal. .Include here card printers associated with 
computer systems. ^ , 

' • Other computer device : Any computer device not listed and defined 
above. ' 

3. Graphic or reproduction device : The equipment utilized in the pro- ^ 
. duction ^nd reproduction of graphic materials. (17) Exclude 

* printers and other reproduction devices affiliated with computer 
devices above. 

• Printer/copier/duplicator : Machines which reproduce^ printed or 
graphic images . from a paper master (original), stencil, or metal 
pittas onto paper copy. Also included are microform duplicators 
which reproduce images from microform onto a paper- copy or micro- 
form copy, other than microform reader/printers. 

% Other graphic and reproduction devic e: Any graphic or reproduc- 
ti on device not listed or defined above. 

4i Electronic display device : The equipment used in* the production 

and electronic transmission of visual images -and sound. (17) See ^ 
also Electronic display materials under MATERIALS FORMAT. 

• .Videotape rGc order : A device which can record images, and sound on 
videotape' }; J' which can playj)ack the videotape for viewing on a 

• television monitor or specialr receiver. Jhe videotape recorder 
.may use reels or cartridges or cassettes. Most videotape re- 
corders used, in instructional programs are helicalscan type. 
Also called VTR. (17) ' , 
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EQUIPMENT TYPES (continued) - : • 

■4. Electronic display device (continued) ^ . .... 

' . A ■'■ . 

t Vi deoplayerp : A\device which can reproduce sound and pictures 
from a videotapb or videodisc on a television monitor or special 
receiver. It capnot record images or sounds The unit may use 
videotape on ree\s or in cartridges or cassettes. (|7) 

c T e'levisioD receiver : An electronic, device which intercepts the 
signal of a television broadcast or (with adaptation) television 

. signals from other sources, amplifies, and translates the signals'. 
into.Jmage and sound. (17.) Exclude television re;ceive1r-s asso- 
ciated with computer; equipment. • ~ . 



t 



Telewriter : A device which transmits (live) -and displays hand- 
wr.iting and simple drawings over telephone; lines. Telewriters 
used for computer communication's should be excluded. (17) 

Other electronic display device : Any electrqnic display device 
not 1iis.ted or defined above.- , 



5. RrniP ctina or magnifying device : A device which enlarges or mag- 
nifies visual images for vieV^ing. Some Irave provisions for sound 
accompaniment. (17) See -also Pro.iected or . magnified material - 
" under MATERIALS FORMAT.. ■ .k ■ ' ' 

e Films trip pro.iector or viewer : A filmstrip projector is a device 
designed to project filmstrips (usually ,35 mni)>id^ which normally 

• projects a single-frame filmstrip and may project a double-frame 
filmstrip-. A filmstrip viewer is a, device equipped with a built- 
in viewing glass or rear projection screen for viewing filmstrips, 
. usually single- frame filmstrips. "(17)* 

■9 Slide projector or viewer : A slide projector is a device designed 
to project slidek on transparencies mounted in small frames, 
usually 2" by 2". Some models have provision for sound and/or 
accept trays, cartridges,- or drums. A slide viewer is a device 
equipped with a Ijyilt-in viewing glass or rear projector screen 
for viewing slides." Models are available with provision for 
playing accompanying audiorecordirigs. (17)*. 

« Micro form reader or reader/printer : A pr'ojecting device for 
viewing microform. IrScluded in this category are microfilm 
readers, microfiche readers, mi cropaque readers, and combinations 
of these. (17)* " Microform reader/printers are equipped with 
^ . copiers which expose, develop, and fix the projected image on 
suitable- material . 

M otion picture projector : A device denned to project motion 
pictures^ It may be equipped to reproduce sound on either mag- 
- • netic, optical , or both types of sound trxicks and may have Budio 
recording capability. The most common types of motion picture 
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EQUIP>IENT TYPES (continued)' 



5.'. Projecting or fitagnifying devic e (continued) 





super 8 mm. ^.(Some projectors have built-in viefWing screens' but 
, should still be recorded as projectors, not viewers.) (17) 

§ Other projecting or magnifying device : Any projecting or magnifying » 

'^device not listed of defined above. This category would include 
sg^nd synchronizers .(except those synchrpnizers built into an 
' audiotape rec^brder or player); projector dissolve controls (except 
^ television dissolve units); projection/sound programmer (Ve.,. a 

. device which controls the synchronization among sound reproductibn ^ 
5 and/or projection devices); overhead and opaque projectors; 

•stereoscope (an optij:al- device, with- two lensss enabling ea^ch eye 
to see a .separate image of the same scenla. giving the effect of 
\^ree dimensions); teaching' machines (a mechanical or electrical 
device^which presents an instructional p'r^fegram at d rate controlled 
by the learner's responses, to the machin^); microprojectors (which - 
erjjarge awid project microscopic transparencies such as' .mi'croscope 

. slidefe); film inspection/cleaning machines (Which automatically 
inspect motion pictures and filmstri'ps fo^^damage and/or clean 
the' motion picture or filmstri'p); and screens used to \new the 
projected or magnified material . I . 

6. Photographic device : A device used" in photographic- production of 
either still photography, motion picture photography r'or microfilm- . 
i/hg. (17) This category includes cameras, darkroon] equipment, and 
motion picture processors and editors. • . 

7. Other devices :. Other devices, or special ecfuipment, not liste^or 
defined above should be' included here. . ' . • 

• ETHNIC IDENTIFICATION r> See RACE/ETHNIC IDENTIFICATION. ' « > 

EXCHANGE: See GIFTS AND. EXCHANGES and/or Interinstitutional exchange and 
delivery services under PROGRAMMATIC ACTIVITIES. 

EXECUTIVE/ADMINISTRATiyE/MANAGERlML PROFESSIONAL: See PERSONNEL RESOURCE 
CATEGORIES. • • ' - 



1 

EXEMPT EMPLOYEE: An omployee- whose conditions of employment, and compensa- 
tion are not subject to the provisions of the Fair Labor Standards 'Act 
(FLSA)- as amended'. Exempt emp-loyees are net eligii)le for overtime pay- 
ment. According to Section 13 of the. Act, an exempt employee is" "any 
employee employed in a bona fid^ executive, administrative, ar pro- 
fessional capacity. . . ." This category typically includes executive/ 

- administrative/managerial and specialist/library professionals. 

EXHIBIT: See Three-dimensional material under MATERIALS FORMAT. 
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EXPENDITURE CATEGORIES , AND TRANSFERS: Those types of expenses for which 
' inqome is employed. See aUo CURRENT-FUNP SOURCE/USE MATRIX. Types 
•of e^cpendifures include: • 



1. P rogram expenditures (direct^ costs) : Any cost that c^n> be speci- 
" . fically identified with a particular actiwty center. The following 
items have been identified as direct/co^ts:^ - • 

. c Compensation : The.'j:otal amoilnt of dollars, including both gross 
salaries and fringe benefits, paid directly to, or' on behalf of, 
employees. The following- categories of compensation are recom^ 

mended: . . 

t • . ■ 

- Salaries and wages : The gross amount in dollers paid to an 
c ' • employee excluding fringe benefits. • ' 




of^^fringe 

insrfraace, life -insurance, guaranteed disability income pro- 
tection (excluding annual sick leave benefits), unemployment 
compensation, workmen's compensation,,,. and other benefits (ifi- - 
eluding tuition and housing benefits). • . 

« Sup pli'es and services : Includes consumable instructional ,• research, 
and office supplies and materials; -communications costs^ ( including 

• telephone, telegraph, postal, printing, binding, and reproduction 
services); travel (i.e., transportation, food, lodging, and mis- 
cellaneous expenses reimbursed to an employee who has represented 
or conducted business for the library or parent organization); 
and other contractual services produced . from outside sources that 
can be directly identified with a particular activity center, 
including preprocessing ciosts leased collection, and commercial 
binding costs. ^ " ■ . 

• ■ ' , ' . 

• Noncapital eguipment : Includes equipment items that benefit ;the 
library or activity for more than one operating period.. This 
category will typically include' office machines atjd equipment, 
furniture, and furnishings, includirrc,' free-standing bookstacks • 
and other items of similar nature. Excluded are any. equipment 
purchased from capital funds. Typically, those items or property 
that have an acquisition cost^of less than $500 or an. expected 
life of less than two years are included in, this category. 

- ■ ' ^ ■ ' 

The^ library may also have direct costs that are not recorded in 
the internal accounting system; Some of these may;:.b.e: 

t Expendi tures made by the parent organization : Expenditures made 
by the parent organization- that should be considered and incl^led 
as direct costs of the library. Retirement benefits paid for: by 
a central agency in the parent -organization on behalf of library 
employees as well as other organization employees, centralized 
purchasing, and organization transportation pools are examples 



of such e?;penditure£ . 
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EXPENDITURE CATEGORIES AND TRANSFERS (continued) 
^ l/ Program expendit ure s (direct costs) (continued) 



Expenditures-'inau , oy-another agency : Expenditures made by a local, 
regional, stSite, or Federal agency that shourd be* considered 
included aSL . direct costs of the library. -Retirement benefits " • 
'paid Tor all state or Federal employees , a. district, regional ,.v - 
state, or Federal purchasing agency, dis-frict, regional , state, 
or Federal transportation pool are examples of such expenditures. 



• i ' 
- t, 
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Expenditures made by a central administrations Any services pro- 
vided by a ce;itral administrative function. that thus t be apporti oned 
to individual departments- before direct costs aVe calculated.v 

Contributed (volunteer) services: Set^vi-ces rendered td/an instf- V 
tution for. wtiich Tittle or no co;npens.ation is paid. The monetary 
value, of donated services 'cdn be determined on the basis, of pay-^ 
merits to other staff having equal. qualifications,, training, ex- / 
perience, and responsibiil ities 'at the institution..- If the number, 
of salaried personnel is too small to provide reliable salary and 
. ^ wage data, reference may be made to other sources of such figures. . 
(10)* Only those services which are significant to the library 
• * should be included. « • ' ^ / 

-2. Collection resource expenditures : Expend'itures for library material So 
including print, nonpfint, and .special collections. Exclude costs 
of preprocessing-., acquisitions of library equipment, and collection 
resource maflntenaoce activity. ^ 

Expendi'tures for capital c:V;sets : This activity center 1s" a holding 
^ .account for any capital -exf^enditures made from the library's current 
-^unds.. Expendi.turQS for ca.oita.l assets include monies expended for 
land, land improvement, buildings, additions to buildings, and . 
capital equipment. Capital equipment is defined as any equipment- 
items costing jnore than $500 (or similar lower limit established. • 
by 'the institution) and having an esf^'^.uted service life of more 
than two years. Capital expenditures for the current year are not 
included in the costs of the other activity centers (i.e., program- 
matic -activities)- See also DEPRECIATION/AMORTIZATION. 

4. Mandatory transfer-out : Includes all transfers from current fund 
that must be ir^ade to other fund groups in order to 'fulfill a binding 
legal obligation of the insti tatlGn. .-These categories are distinct 
from voluntary provisions made at. the discretion of the parent • , 
organization, -governipg body, or library and therefore classified 
separately. This category includes the following subcategories ^ 
provision for debt service, -loan fund matching grant;, and other 
mandatory trujsfers. „ 

5. iNonmandatorv tnans f er-out : This category includes all transfers frgm 
* the library fund to another fund at the discretion of the institu- 
tion's governing hoard. Although such- transfers 'usually Involve 
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XPENDITURE CATE30RIES- AND TRANSFERS Ccontinued) ^ . . 

5. Nonm^ndatOTV transfer-out (continued) 

unrestricted funds of' -^he current fund', a redesignation of funds • 
pxeyiously designated toi^ a different purpose may be made and the 
"subsequent transfer recorded in this category. " ' 

V ' . • 

EXTENSION OF LIBRARY SERVICES: The supplying of books and other library . 
assistance (including reader .and research advisory seryices) to. vndi- 
vi duals and organizations outside a library's regular service area, .and 
to areas in^whidi' librarys^r ;ice is'' not .otherwise available. These 
/services may be reimbursed by users Or subsidized. by other sources, or 
may 'be , provided gratis by the library. (5)* 



" FACILITIES; See BUILDING IDENTIFIERS/CHARACTERISTICS aQd/or ROOM USE 
; CATEGORIES. ' • 

FACILITY AVAILABILITY: The number of hours annually~Tn which.the 'libra ry- 
■ facilities (or a portion thereof) ar6 open .tb the librai=y 's" c]ji.entele. 

Total- facility 'availability is. determined by the addition of the number 

of hours each library facility (i.e., build^g) is'open and ajicessible 
^ to the public. Average facility availability^ is determined by dividing 

the -botal facility availability by the number of individual facilities 

(i..e.,. buildings or service outlets) of the library. 

FACILlTY-MEPiSURES: See PROGRAM MEASURES. • ' ' ^ i 

" FACt-FINDING. SOURCES: See REFERENCE COLLECTION. ^ v / 

V V. \ I 

. FACf^FipiNG TRANSACTION: See R eference transacti on uoder^ INFORMACHON 
CONTACT.. . - • / ■ V ' ^ 

' ■■ ^ ; " . . ■■ " - 

FACULTY: See RESEARCH/INSTRUCTION EMPLOY^E end/or Classroom teacher under 
SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP. 

FEES: -See Generated income or- ^Tuitidn and- fees under CURRENT-FUND REVENUE • 
CATEGORIES. 

/ ' ' \ ' ' ■ ' 

■ FICHE: See Fiche catalog under CATALOG and/or l^icrof k'ie under ^lApRIALS 

FORMAT.- . . ' .r- '.. 

FICTION: This category includes material of which content is not intended 

to be fact. Such mat^al inc+ades (but/is not exclusive to) narrative > 
o prose' literature, with events, charaut?"s, and ^ene.s wholly or partlv / ' 
• the product of th6 imagination, as novels and short stories., 

FILLED BORROWING REQUEST-: See Requests filled within user specified tim 
under TNTERLIBRARY LOAN. .BORROWING ACTIVITY.- ^ ■ ; 

"f •> ° ■ /" . ■ ' ^ ■ , 

• FILLED LENDING REQUEST: See INTErIiBRAPA lOAN I^'eNDING ACTIVITY. , 

. • ' 't< ' • ■ 

FILM: See Moti on picture^-fflm or Microfilm under MATERIALS FORMAT. 

•• ~~ ' ( , . ■ 

FILHSTRIP: See Pro.lectad or- magnified material under MATERIALS FORMAT. -• - 

FILMSTRIP PROJECTOR OR VIEWER: See P rojecting or magnifying device under 
EQUIPMENT TYPES. ' r - , " . " ' 



FILMSTRIP VIEWER: See Filmstrip p'ro lector or viewer under EQUIPf^^NT ' 
TYPES. / . ' • ■ . - - ■ 

FINANCIAL' MEASURES: See PROGRAM MEASURES. ' • 

FINANCIAL RESOURCES: The assets, liabilities,; and fund balances attf-ibu- 
. table to the library. Specific categories included in financial resources 




FrNANCIAL RESOURCES (continued) . 

■ . ' • I' '■ f ■ ' " ". '. ' ' 

1.' Assets: This category gerierally -includes such items as cash,,in- 
vestments, pledge? re^^eivabX.e, accounts receivable, notes receivable 
'* inventories, prepaid^'expense? and deferred charges, institutional 

•plant, find interfund borrowing due- from.or to other funds:' Specific 
-categories include/" ■ ' ■ 

/' ■ ' . ' . ' 

•' Cash: Includes ihe cash on hand, petty cas^ and cash in b^nk 

accounts, ^§socmte1l ';wi th the library. Dogs not include short- 
i ! term" i avjesttnentiC .. . , ' 

9' Investments : Includes real estate, mark(2table securities, 'copy- \.. 
rights, royalties, and-, so- forth. ^ . . . . 

' ' ' • , 3 . • 

• Pledges receivable : Pledge? include pledges of gifts, subncription 
notes, andj estate notes. : , 

a Accounts receivable : Includ^' all amounts owed the library, and . 

limited to uncollected amounts of completed sales \i.e., uncol- 
. lected generated income). Governmental appropriations that are 
■ 'subject- to release by ci' governmental office foM i bra ry use should 



•'be ihcTuded here." ^ 



• Prepaid expenses and deferred charges : Includes that <Dortion of 
bperati ng/expendi tures propeMy cfiargeable-in a period subsequent 



to the date of;the'fisc3.1 repprt/t 



o Plant: The physical property bwned V the^libr'ary and used for 
- library pupposfes, such as land,- buildings , improveirents other 
than builtfings and equipment. 1 - , . ^ . - 

' \ ' -■./■■■ ' \ ' ■■ " ' ^ M ■ ' ' 

• ^^ter^und borrowing dufe from on to other funds :- Represents the 
ambunts of funds loaned temporar^ily .between fund groups (for 
example', cur/rent funds loaned ^to^ the plant^fund).- , 

ft' O ther assetk : Inc-lude here inventories and notls receivable. 

■ — ~ I T ■ ' \ ' :'■ ■' ■ ' • ' '-' 

Liabil ities) This category/can inclke account's /payable and accrued 
THibT'iTtTe?;- notes, bonds, and f;ibrtgages. payable; deposits, deferrec 
revenues; land contracts pa-yable.^ Specific categories aife: 



a Accounts 0 ^ yable and accrued liabil ities: Represents |iabilTties 
■for goods recei ved and other expense^ incurred for w^JJch dis-/ , 
bursements-fTave not bepn made as of the date^of the ^fji seal report. 
Payror<5 due and unpaid, aiDOUists deducted frpm payrolls and not • 
yet fgrwarded to proper, agencies (e.g. , -incqme . taxes withheld,, 
social' security taxes, and retirement annuity premiums).. 

• Notes f bonds, and monqages' payable : Represents "liabilities for 
" outstanding notes, bonds ,-^nd mortgages), . ^ ■ 



FINANCIAL RESOURCES ^continued ^ 

2: labilities (continued) > .( 

i Deposits : Includes^ receipts for. various purposes thalt cV library 
. may be required to repayjn whole or part. Examples are deposits'. 

for breakage, room rental contracts, keys, library books, and 
^ so forth'^ ' , 

p Deferred revenue s: Includes payments made tq-the -Vibrary in* aa- 
VancG of the fiscal period reported to which they apply for ser- 
. vices to be. rendered in a subseiquent fiscali period^ ^ ^ 

^ 7 1 • • I ^ 

0 Other liabilities : Liabilities not listed or defined above. In- 
cTudes contracts payable. . " 

3. Fund balances :/ The difference (excess .or deficit) between assets' 

and liabilities for each of the followingr-current funds; loan funds, 
endowment and'similar funds, annuity and life incbm6 funds^; plant ; 
' funds,, ancji'agency funds- Fund- balances include:. 

• Current- flThd bal a nce : . The net accumulation, of the' extess of 
current- fil^nd revenues over current-fund expenditures. and transfers. 

• Endowment and similar ^und balance : The balance of funds in en- 

- "dowments , ' term.. endowments , and quasi -endowments specifically ^ - 
endowed to the library. * J' / 

• UnexpeBded plant fund: Unexpended resources that have been set 
.aside ^or the purchase or construction of physicaV plant in . * 
excess^ of associated liabilities. / ,s 



* Funds fo if: renewal and replacement : Unexpended resources held for 
the renewal and replacement of physical plant. • . 

. f Net i nvestmeriV i n pi ant : Th'e net investment in plant is the total 
- equity tn: facility assets. It is, 'in short, the library's "paid 
^for" plant facilities. * - \^ 

% Funds for Yetire^rytfgf indebtedness : Resources held for the re-^ 
' tiremeht of, and the interest on, the debt dwed on the library's - 
physical plant.. It. includes -sinking funds established unc^er 
bond indentures, mortgage amortization payments xacct^mul a tedv^but 
- not yet/due^ and other resources accumulated for'^.interest ^and 
. debt retirement. ' / . ^ ^ 



- Other fund balances : Fund balances not listed and defined above. 

FIRST PROFESSIONAL DEGREE: S^e HIGHEST .DEGREE OFFERED/OBTAINED; ' > 

FISCAL- PERIOD:- A . de'iignated period at the end of which a library or library 
. system determines its financial condition and the- results of its opera^- - 
" ti'ons and- closes Us accounts. ' The period is usually a year* though not. 
necessa'irily'.a calendar (i-e-> January through Deceriiber) year. (5)*.: 



4-1-4 PLAN: See PREDOMINANT CALENDAR SYSTEM. 

FRINGE BENEFITS: See Com pensation under EXPENDITURE CATEGORIES AND ■■ 
TRANSFERS. 

FULL-TEXT RETRIEVAL' TRANSACTION: The search and -etrieval of information 
from a full -text retrieval data base for a use-. Each independent 
information unit obtained for the , user should b;j counted, not the 
number of user<?. See also Full -text retrieval- data bas e under OATA 
8ASE. 

FULL-TIME EQUIVALENT COUNTS: See ACADEMIC STUDENT COUNTS and/or EMPLOYEE 
' COUNTS. 

FUND BALANCES; See FINANCIAL RESOURCES, 

FUND SOURCE: See CURRENT-FUND REVENUE CATEGORIES. 
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" GENERAL CIRCULATION SERVICES: Se^e Circulation services under PROGRAMMATIC 
ACTIVITIES.\ , 

- GENERAL CIRCULATION TRANSACTION: See CIRCULATION TRANSACTION. 

GENERAL EDUCATION PROGRAM: See Cultural, recreational, and educationa.'! 
services under PROGRAMMATIC ACTIVITIES.' 

GENERAL. LIBRARY COLLECTION: See COLLECTION CATEGORIES.' 

GENERAL REFERENCE COLLECTION: See Reference collection under COLLECTION • 
CATEGORIES. • . 

GENERAL USE FACILITY: See ROOM USE CATEGORIES. 

• GENERATED INCOME: See CURRENT-FUND REVENUE CATEGORIES.' 

GIFTS AND EXCHANGES: The acquisition of library materials by gift," or in 
exchange, , with another institution for publications of that institution. 
(5) Items received and items retained by the library should be re- 
corded separately. See also CONTRIBUTED MATERIALS and/or Private gifts, 
-grants, and contracts under CURRENT-FUND REVENUE CATEGORIES. 

'■ .. ■ ■ ' ' 

GLOBE: See Three-dimensional material under MATERIALS FORMAT. ^ 

■GOVERNMENT PUBLICATION: See MATERIALS- ACQUISITION COUNTS. 

GOVERNMENTAL APPROPRIATIONS: See CURRENT-FUND REVENUE CATEGORIES. 

GOVERNMENTAL GRANTS AND CONTRACTS: See CURRENT-FUND REVENUE CATEGORIES.. 

GRADUATE DIVISION: See ACADEMIC COURSE LEVEL. 

GRADUATE STUDENTS: See ACADEMIC STUDENT LEVEL.. 

• GRAPHIC OR REPRODUCTION DEVICE: See EQUIPMENT TYPES. ■ " • 

GRANTS: See CURRENT-FUND REVENUE CATEGORIES. • 

GROSS SQUARE FEET (GSF): The sum of square feet of the floor areas of the 
building included within the. outside faces of exterior walls for all 
stories, or areas that have floor surfaces. Gross area should be corny 
, puted by measuring from the outside face of exterio.r walls, disregarding 
. cornices, pilasters, buttresses, etc., which extend beyond the wall 
face, measured in terms of gross square feet (GS.F). In addition tp 
all the internal floored spaces obviously covered above, gross area 
should include basements (except unexcavated p.nions), attics, garages, 
. enclosed porches, penthouses, mechanical equipment floors, lobbies, 
, mezzanines; all .balconies (inside or outside) utilized for operational • 
' functions, ^and cbfridors, provided they are within the outside face lines 
of the building. Roofed loading or shipping platforms should beinr • 
eluded, whether within or outside the exterior face lines of the. bui Idmg. 

' , ' ■ . ' '• '■ ' ■ » • 



GROSS SQUARE FEET (GSF) (continued) 

Stairways, elevator shafts, mechanical service shafts-, an:d ducts are 
to be counted -as cross area on each floor through which the shaft 
passes. Exclude open courts and light wells, or portions of upper 
floors eliminated by rooms or lobbies that rise above si ngle-noor 
ceiling height. See also ASSIGNABLE SQUARE FEET (ASF). 

GROUP TRANSACTION: See, INFORMATION CONTACT. 
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HANDICAP ACCESS: See BUILDING IDENTIFIERS/CHARACTERISTICS. 

HANDICAP CATEGORY: A handicap is an dtypical physical , health, sensory, 
or mental condition which, without the use- of any corrective device, 
may substantially limit one or more major life activities. Handicap 
categories include: - . 

1 . None ' 



Z. Visually handicapped : Persons' who have a visual impairment which, 
even with correction, is sufficiently severe as' to adversely affect 
: their performance of certain activities. A person identified as 
visually handicapped may be referred to as partially seeing or 

blind, according to the nature and severity x)f the handicap. 

\ ^ ' ■ -. f . "* • '\ - 

3. Hearing handicapped : Persons having 'an auditory impairment suffi- 
ciently severe as to adversely affect their performance of certain 
activities^ A person identified as hearing tiandi capped may be 
referred to as hard of hearing or deaf:, depending upon the nature 
and severity of the handicap. 

4. Deaf-blind : Persons having concomitant hearing and visual impair- 
ments, the combination of which causes such severe communication 
and other developmental and learning problems that such a person 
cannot be accommodated by special materials or services solely for 
deaf persons or for blind persons. 

' ■ ■ ■■ 

5. Qrthopedically handicapped : Persons having an orthopedic impairment 
sufficiently severe as^o adversely affect their performance 
certain activities. The term includes\persons with impairmc ■ v 
caused by congenitaV anomaly , impairments caused by disease, and 
impairments from other causes. 

6., Other health handicapped : Persons having a health impairment suffi- 
ciently severe as to adversely affect their performance of certain 
activities. Such persons may be.^handi capped because of limited 
strength, vitality, or alertness due to chronic or acute health 
problems. 

7. . Speech handicapped :. Persons having a communication disorder that 

is sufficiently severe to adversely affect performance of certain 
activities. Such a handicap should not be confused with proficiency 
irj the English language. ^ ^ ^ 

8. Mentally handicapped : Persons having a mental impairment .(i.e., a 
mental or psychological disorder such as mental retardation, ^emo- 
tional or mental illness, or specific learning disability) of\ 
sufficient severity as to substantially limit one or major life 
activities. ' ^ 

9. Multi handicapped : Persons having concomitant impairments, the com- 
bination of which cannot be 'accommodated by special materials or 
special services solely for one of the above identified categories. 
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i HEADCOUNT-' A Pi^ofile (point-in-time) ioentifi cation of the'actual un- 
duplicated number of individuals in a population. Usually used for 
I recordiriq and reporting status by categories of -descriptors £.uch as 
f 'full-tiiul/part-tim^, male/female, race/ethnic identification, age ' 
ranQfis,- •jnco'^e levels, and educational attainment. 

^HEADQUART^rS: See LIBRARY HEADQUARTERS. 

HIGH SCHOql: S'-e S econdary school under SCHOOL. , , ' _^ 

HIGHEST Degree offered/obtained: The highest degree/certificate/diploma' , 
offered j^y an institution or obtaitied by an individual which represents 
completion o"f program offered by the institution, or obtained by 
an indiy^-dual . ■ - - ^ . 

1. Cey.^.ificate__ gr diploma : An award for successful completion of a 
couY^g^f study or program covering less than two academic years 
Offered a- postsecondary institution. 

2. Assric-ia te degr ee (two years or more) : The degree grante'd upon com- 
pTetTo'n'o^ an "educationa I program less than baccalaureate level 
and req»ji''''"9 at least two but" less than four academic years of 
college work. - , ' 

3. ^achelorls_de3ree: Any earned academic degree carrying th^. title 
of^^Tbachelor." • • 

4. Fi>_+ professiona l degree : The first earned degree in a professional 
■ ?T^ta Only thFfbl lowing degrees should be included: (1) M.D., 

(2) n'0.> (3) L.L.B. or J.D. (if J.D. is the first professional 
degree). W D.D.S., (5) D.V.M., (6) Q.D., (77^70., M.Div., Rabbi, 
(8) Pod.O., P.M. • . . • . 

5. Master* s degree: Any earned academic degree carrying the title of 

6. Doctor al degre e: Any earned acadenic degree carrying the title -of 
'"^oHtorT'^ Not~included are first professional 'degrees such as 
M.D,, D.D.-S. ■ ■ ^ 

7. Other certificatg^ ploma, or degree : Includes all other categories 
o?"^|^ees/di pi omas/certi f i cates that cannot be categorized in any 
°f the preceding categories such as specialist degrees for work 
Completed toward a certificate. 

HOLOGRAM: see Projected or magnified material under MATERIALS FORMAT. 
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INCOME: See CURRENT-FUND REVENUE CATEGORIES and/or Family income under 
PUBLIC LIBRARY TARGET GROUP. 

INDEX: See REFERENCE COLLECTION. 

INBORMATIt)N AREA: See User. information area under ROOM USE CATEGORIES/^ 

INFORMATION CONTACT: An information contact is an^ encounter in person, 
by telepTi'one, mail, or other means, between a member of the reference/ 
information staff and a user, in which information is sought or pro- 
vided. (2) See also Informtion services under PROGRAMMATIC ACTIVITIES 

1. Di rectional transaction : A directional -transaction is an information 
contact which facilitates the use of the library in which the con- 
tact occurs, and itf^environs, and which may involve the use of 
sources describing that library, such as schedules, floor plans, 
handbooks, \and policy statements. Examples of directional trans- 
actions are:\(l) directions for locating facilities such as rest- 
rooms, carrels, and telephones; (2) directions for locating library 
staff and users; (3) directions for locating materials for v^rhich 
the user has a call number; (4) supplying materials such as paper 
and pencils;\and (5) assisting users with the operation 'Of machines. 
(2) Directional* assistance provided as.,a,part of a reference trans- 
action (define\^ below) should not be counted here. 

2. ^ Reference transaction : A inference transaction is an information 

contact which ^involves the use, recommendation, Interpr&tatioh, or 
instruction in the use of one or more information sources, or 
knowledge of such sources, by a member of the reference/information 
staff. Information sources include: (1)' print and nonprint mate- 
\ rials; (2) machine-readable data bases^ (including computar-assisted 
.instruction); (3) library bibliographic records, excluding circula-' 
^ tion records; (4) other libraries and institutions; and (5) persons 
both inside and outside the library. 

A question answered through utilization of information gained from 
previous consultation of such sources^'s considered a reference 
transaction even if the source is not consulted again. A contact 
which includes both reference and directional service is one ref- 
erence transaction. Duration should not be cin element in deter- 
mining .whether a transaction is reference or directional . (2) 

Types of reference transactions include: 

• Catalog information transaction : A reference transaction which 
specifically requires instruction in the use of the library 
catalog^, e^r" requires a search of the library's catalog, a union 
catalog, a serials lis-^, or another library's catalog for a spe- 
cific work, or works by a specific author; or. works on particula 
subject* Catalog searches resulting from bibliographic <:earches, 
\ fact-finding transactions, or other reference transactions, during 



INFORMATION CONTACT (continued) 

' 2. Reference transaction (continued) . ' . - 

e Catalog information transaction (continued) 

' the course of the information contact,' should Be excluded from . . 

. . thi? category and reported under the appropriate category of 
reference transaction listed below. 
-'■/-' . • • ' 

a Fact-fi nding transaction : A reference transaction involving only 
" a guestion of a factual nature which can be addressed readily and 
often for which a standard reference book, entry .in a reference 
file, or knowledge of the staff member js sufficient to provi,de 
the answer. ExcludeVfact-finding, which is a part of a literature 
search transaction (below), a referral transaction (below), or 
8 research and analys^is transaction (below.). . 

• litPratur e search transaction : A reference transaction which in- 
. volves extensive scouting ot indexes, bibliographies, and machine- 
readable literature data bases as well as the library s^o.wn mono- . 
■graphs and serials, in order to locate information on the subject . 
.of inguiry ' (5)* Selective dissemination of information (501} 
or bibliographies developed in anticipation of user's reguests, 
or on a recurring basis should not be included .in this category. 
For reporting purposes, count here .only ^'•.he literature .search re- 
guest, not the number of bibliographies, indexes, or data bases 
searched to satisfy the reguest. Categories of literature search 
"are-: > ' " / 

- lit.Pratu re search of the collection : A reference transaction 
which involves extensive scrutiny of indexes and bibliographies 
in print or print facsimile, as well as^ materials in the library 

" " collection, 'in orde/r 'to locate information on the subject of 
inguiry. / ' 

- Rihlinqra phic data base literature search : A reference trans- 

" action involv ing a subject (or other) search of machine-readable 
data bases for the purpose of yielding a bibliography or list 
of citations specifically adjlressing the subject of the inguiry. 

- Combi nec^' 1 iterature search : Any literature sea,rch' -which entails 
both manual and machine searching. 

- Other literature search : Any literature Searches not named or ■ 
defined above. . . \ 

0 Readers o r research advisory transaction : A Veference transaction 
which involves t:onsultation for reading or, research problems, rec- 
ommendations of books and a reading or research program, or. in- ; 
structi. ■ in the use of the library and its resources (beyond j 
catalog'use). Exclude class instruction in refding, such as right 
to-read programs, which specifically address reading and are not 
primarily intended to upgrade-? library skills and whjch should- be 
considered under cultural, recreational, and educational services.. 
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Z. Reference transaction (continued) 

». Comnunity referral transaction s A reference transaction- which 
' involves the provision of information about the community j, com- 
munity activities, community services or agencies, and community 
calendars. Such a transaction typically requires the determination 
of the^user's need and the appropriate agency-information referral 
or community information referral to meet this nee4. 'Community 
services, resource referral files, schedules of evilnts, and maps; 
*»of the community may be consulted. 

• Other referral transaction : A reference" transaction which involves 
the provision of information eibout or from offices, departmentis, 
or agencies oiitside of the library (other than those encompassed 
by community refe>ral ). Such a transaction may require directing 
the user to persons or organizations external to the library. 

• Research and analysis transaction : A reference transactipn-which 
involves the provision and interpretation of extensive info'rma-- 
ti on about a particular topic, or topics- Such a transaction may 
require the consolidation and analysis of information from. a 
variety of sources; independent research on the part of the library 

: staff; and the synthesis of this information into a single 
formation package" for the user. Such a transaction may also 
require literature searches, referral to agencies apd organizations 
outside of the library, and other .components of other types of 
rererelice transactions. However, it is distinguished from these 
by the interpretation, synthesis, and analysis of the information 
required by the library staff. 

• Other reference transactions : Other reference transact! on^^ not 
identified above. 

3. Group transaction : A group transaction is an information contact 
in which a staff member provides information service, usually in- 
tended .for a number of persons, rather than an individualized 
response to a specific need of one or two persons- at a time. 
Examples of group transactions are:, lectures, library tours, book^ 
reviews and discussions, media presentations and similar programs^ 
• instructional programs in research .methods and similar programs.. 
If a series of such presentations is made, each session should be 
counter separately. (2) Groui>-transactions include/transactions* 
both on\and off the library premises, as long as such transactions 
are sponsored by the library. For counting purposes, the transaction 
should be counted as one . In addition, the number of persons 
^ attending each transaction should be counted. 

INFORMATION SERVICE HOURS: The number of hours annually in. which an in-, • 
form^ition service point is staffed and prepared to provicte information/ 
service to the\library's clientele. For reporting purposes, the tota^ 
number of hours\ annually for each. service poi,nt maintained o^the library 
should' be totaled to yield an overall library total . The hours of any 
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INFORMATION. SERVICE HOURS (contimjed) * 

service. point should be calculated on the seif-vice point and not upon - 
; the number of staff members avail-able at that service point simultar 
' neously. Thus, a service point staffed for one hour by two .individuals 

is the equivalent qf cn'e information service hour only. 

INFORMATION SERVICES: See PRPGRAMtWiq ACTIVITIES. . . . " 

TMPiiT-niiTPilT nFVICE? See Computer device under EQUIPMENT TYPES. 

INSTRUCTION/ RESEARCH EMPLOYEE: See RESEARCH/ INSTRUCTION EMPLOYEE. 

INTERBRANCH LOAN:' See INTRALIBRARY LOAN. 

INTERLIBRARY COOPERATION": See CONSORTIUMi NETWORK, AMD/OR COOPERATIVE • 
•ENDEAVOR. ' 

INTERLIBRARY DELIVERY SERVICES: See Interi-nstitu tional exchange and 
' delivery services under PROGRAMMATIC ACTIVITIES. ^ ' , - 

INTERLIBRARY LOA[^'( ILL); Materials sent in answer to specific t-i tie, 
- author, or ILL subject requests made between libraries or library. 
agencies that are ,nat undyr the same administration (i.e., interbran^^ 
and intracampus leTJdTng and borrowing are excluded). (19)^ bee also 
INTRALIBRARY LOAN. 

IN-^ERLIBRARY.LOAN BORROWING ACTIVrTY:. The activ.ity of a 'library. related • 
io requesting- ind obtaining, from other libraries, materials requested 
by library clientele. _ 

' 1 Item requested: The material requested from another library for a ^ 
' pStron of the"reporting library. An item, requested should be ^ 
counted only once regardless of the number of libraries queriad . 
for the item requested, 

2- Borrowin g request : A query sent to another library for an item 
' Requested by a patron of the reporting library. Such borrowing 
requests should be counted whether or not the request is filled. . 

3. Request filled within user s pecified time: Material supplied to^ 
the patron in. response to a borrowing request and w-ithm the time 
in which the mataria^ .is still needed for the patron. , . 

. INTERLIBRARY LOAN LENDING ACTIVITY: The activity associated with lending 
materials from the library's resources to-other libraries or furni hing 
photocopies -of materials requested by oth^r libraries. Such activity , 
should be in response to a specific borrov^ing request from another 
library as distinguished from bulk loans. t 

1 Lending request : A request received from another library for mate- 
' rials believed to be owned by the reporting library. 

• ■ ... ' ■ . " 2i,: 
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INTERLIBRARY LCmN LENDING ACTIVITY (continued) " . / / 

2. filled request : The material requested 'is loaned to the reqde'stihg, 
^ library, or a photocopy of materials requested is supplied to the 
requesting library. . - ^ 

♦ > - 

• In originat format ; Those items thai are loaned to another library 

• froJfi the reporting library's collection in the same form in which 
it residescrin the collection (e.g., book, film, record, etc.) and 
are intended for return to the reporti^ng library. ' , 

. • Iri reproduced format : A. facsimile, reproduction of an item (e.g^, 
\a piotocepy) provided in order^to fill- a lending 'request. Typi- 
cally, reproduction costs are paid by the requesting library and 
the material is not intended for return to the reporting library. 
Included in this cateaory are photocopies of articles from jour- 
nals, a cassette copy of a record, microform reproduction,, and 
so forth. " i > 

INTERLIBRARY LOAN SERVICES: See Interinsti tutional exchange and delivery 
servi.ces under PROGRAMMATIC ACTIVITIES, 

INTERNATIONAL STANDARD BOOK NUMBER (ISBN^: The international code that 
identifies concisely;, uniquely, and unambiguously, a book, based on the 
American- National- Standard and approved by' the International Organiza- 
tiod-for StandardizatiQn- as- IS0.2108, International Standard Book 
'Numbering. - 

INTERNATIONAL STANDARD SERIAL NUMBER.'(ISSN): The international numerical., 
code that identifies concisely^ uniquely, and unambiguously, a serial; 
publication, based on the American National Standard, Identification 
for Seri-al Publications , Z39.9, 1971, and approved by the International 
Organization for Standardization as ISO 3297, International Standard • 
Serial Numbering. •(4)- ■ ' - . . - 

INTRALIBRARY LOAN:- A loan made from one' library , (or one branch) to another 
within the samii' library system. (5) . , 

■ - ', V ■ 

INVESTMENTS: See Assets under FINANCIAL RESOURCES. 

— .' ^ . t *■ 

ISSUE: A single uniquely numbered or^dated pari (installment) of a'pe'ri- :^ 
odical . *(4) 
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•JOINT ACQUISITIONS: See MATERIALS ACQUISITION COUNTS. . ^ " ;' 

■joint' LIBRARY: See ACADEMIC REPORTING-UNIT STRUCTURE and/or SPECIAL 
LIBRARY REPORTING-UNIT STRUCTURE. 

■iiiNiinR HTGH y^rHOOL: See' Secondary school under school. 

'I . „ ' ' ' ■ ■ ■ • 

JUNIOR-SENIOR HIGH SCHOOL: See Secondary school under SCHOOL. 



ERIC 



LABOR COST:- See Activ^ ^v measures under' PROGRAM MEASURES. ^ . . • • . 

LABORATORY FACILITY: See ROOM USE CATEGORIES. ^ ... 

LAG TIME: See Acti vi ty measures under PROGRAM MEASURES. • 

LANGUAGE PROFICIENCY: 'The '"ability of the '.individual to read, write, speak, 
and" understand languages. v ( > ^ 

1. Pro f i ci ericv "wi th ^1 i s h : .An indication of a. person's ability to. 
understand the Engl tsh language . This incliides >^he abfinty to 

> • read, write, and'speak. V ' i , 

Primary language ; The language that a" person uses andcomprehenda 
most easily.. | - ' , ^' ^ . ; ,;\ 

3 nt.h er lanquaqe(s)' in wftich proficient : Any language(s)^or dialect(s), 
> ' excluding the primary language,, in which the person has at least a 
moderate degree of proficiency, i.e., in speaking, reading, and/or 
writing. Sign ^a^guage may be included here. ^ Any such language 
should be specified. ' . ■ " . \ 

LEP^LET: See Pamphlet under MATERIALS -FORMAT..' . . n^- 

Learning resource center: An institutional facilfty which pro.y ides teaching 
or instruction "rfia-terials and related equipment to the user indiytdually 

' xand in classes, including coiiiputer-assiste^. instruction^. .audiovisual . 
teachipqiand training packages, and educational materials intended for 
self .instruction. See ^1 so SCHOOL LIBRARY/MEDIA CENTER. _ 

Academic libraries and school \library/medi a centers shield identify the ' 
" type of relationship maintained with thie learning resource ..center of . 
i the parent organization: " ' 

■ 1 . Not applicable, (there is no learnin g resource center)^ 

2. Part of) the library/media ce>nter ; 

~ 3. Administrat i vely equal to the librarv/media ce nter and under a 

ccumon admfrvistrator - ' ' • ^ - ■ , * 



4} ' Librar.v/mj^dia center is part of th e Vearniriq resource center ' 



5. No formal relationship between the -leafninq re source center and 



th e library/media center 
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IeASED COLLECTION: ' Library materials that are rented from' a; ve/idor or 
' commercial /im for a limited period of ^i^^.^The libra|^may h^ 
^ purchase option allowing it to buy all or part of the collection at a 
■ fraction of the purchase price. The collection may be stable for a 

contracted time period or At may be rotated at given intervals, bee • 

also KENTAL COLLECTION. . . , , 



'LEGAl CbNTROL: Yhe constituency to *which the parent organization or sponso 
of the library has "primary legal responsibility. Control c^an be cate- ^ 
norized into the following subgroups: 

1. Public : Control of policy arid funding originating directly or jn-r 
directly from' a qonstitution^illy defined form of government. The 
following subscategories are generally used: 

; ^ V . ^ ■ ^- ^ • . ^ • 

^ _ • Federal contrb T ' . , 

• State or territorial control 

• School district control ;. ' . a ' ; 
0 Regi'bnal control ' / \ " ^ 

, 0 Count^y^ or>bo rough control " ' , 

0 Municipality (including township and city) tontrol 

0 other public control i 

2: Private : Contral/of policy and funding originating primarily from . 
> a .nongovernmental entity. T4ie following subcategories are generally 
used: ' v 

• ■ \ 

. ' 0 Private for-profit 

0 Independent, nonprofit . ' ' 

0^ Private, affiliated w ith a religious group 

• Other priy j tg'^CQhtrol / '"^ 

3. Otheri^* Control of policy and funding originating from A combination' 
of governmental and nongovernmental entities.- 

-I ' ;•■ > ^ ' ■ ^ , ' ; ' , 

LEVEL: See, ACADEMIC* COURSE LEVEL and/or..ACADEMlC STUDENT LEVEL,/ ' 

LIABILITIES: See FINANCIAL T^ESSORCES. •. . , ; ' 

LIBRARIAN: See Speci al ist/1 ibrary professi onal under PERSONNEL RESOURCE 
CATEGORIES. ' ' j ' . 

LIBRARY: Irrespective of its title, a library^ i^ defined as ally unit 
meeting all of the following qualifications: 

1. - Maintains and 'control s. . an- prfapi zed collection of printed materials, 
'other graphic materials,: gnd/orivnqnpfint media. 

■ . - / ■■" , \ : ' 

.2. Provides a regular staffing level in which the primary function of <> 
this. staff is to prdvi'de materials,' facilitate the' use of the 
* collection, and' del iver information. .services • to "meet the informa- ' 
■'tionalV educational , , or recreational- needs of its client^ele. 



LIBRARY (continued), 

3. Maintains an established recurrent schedule in which' services of 
. * ■ the staff are-' available to the unit's clientele; 

LIBRARY ASSISTANT -f' See Library technfci an under PERSONNEL RESOURCE 
CATEGORIES. " . • . ■ 

LIBRARY BOARD: See" PUBLIC LIBRARY 'REPORTING-UNIT STRUCTURE. - , .. 

LIBRARY GENERAL INFORMATION SURVEY (LIBGIS) CODE: Number assigned to the 
library by the National Center for Education Statistics (NCES) for the 
purpose of completing the Library General Information Survey. > 

LIBRARY 'headquarters: The location of the administrative offices of th.e 
library. These. offices may or may not be located at a library. 

LIBRARY IDENTIFIERS: The name, address, and code identifying the parent _ 
organization (of which the reporting library is- a part) as unique, and 
the Standard Library Identification Number of the reporting library. 
Such'identifiers may also include congressional district, state senate 
district, and standard metropolitan statistical area. Specifically, 
these identifiers include: 

1. rnronrat e name of parent organizatio n or sponsor: The official 
name of the organization, partnership, or agency of which the 
library is a part should be used. Do not use the name of the 
library itself: If two or more independent organizations are 
served by the library, the official name for each should be listed. 

2 Organizatio n code : The .code designation for the organization, _ 
partnership, or agency of which the library is a part, and which 
is identified by organization name. Such codes vary from setting 
to setting, and may vary with. surveys. However, such codes include 
the Federal Interagency Committee on Education (FICE) code tor- 
academic .institutions, the Elementary School Genera V Information 
Survey (ELSGIS) Code for schools, and so forth. If two or more 
independent organizations are served by the library, code desig- 
nations for each organization should be reported. 

3 The flmp riran National Standard s Institute Standard Library Identi- 
fication Number (SLIN) : A coding plan for systems identification 

' of^ library organizations throughout the U.S. 

4. Location : The location of the library headquarters or central 
■ O ffices s hould be considered the place of address for a library 
system. The foil owing .-types of information are useful in reporting 
location: 

■• Address: The mailing address, city, state, and zip code of the 
cen-ral" offices of the library- 

• H-^--r-nn ar6ssional district : If a library system has service out- 
lets or service points in more than- one congressional district, 
each district should be cited. ,. . " . 
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LIBRARY IDENTIFIERS (cbntinued) 
4. Location' (continued) 



t State legislative district : If S: library system has service out-.. 
*lets or service points in more than one. legislative district, 

* each district should be cited. 

t Standard Metropolitan Statistical Area (SMSA) : A designator em- 
ployed by the U.S. Bureau of • the Census for a city (or cities) 
of specified population which constitutes the central qi.ty ^nd 
the county (or counties) in which it is located. 

• County : If a library system has service outlets or service points 
in more than one. county, the name of each county should be cited. 

LIBRARY OF CONGRESS CARD OR' CARD COPY: See Derived cataloging under CATA- 
LOGING ACTIVITY. 

LIBRARY OF CONGRESS CLASSIFICATION: See CLASSIFICATION SYSTEM. 

LIBRARY TECHNICIANS^ See Technical employee under PERSONNEL RESOURCE CATE- 
GORIES. - , 

LISTENING CENTER: See Audio device under EQUIPMENT TYPES. 

LITERATURE SEARCH TRANSACTION: See Reference transaction under INFORMATION 
CONTACT. • , _ ■ <_ 



LOCATIpH ^pF LIBI^ARY): See LIBRARY IDENTIFIERS. 
LOWER DIVISION:. See ACADEMIC COURSE LEVEL. 
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MACHINE-ASSISTED REFERENCE SERVICES: See- Information services under 
PROGRAMMATIC ACTIVITIES. 1 . 

MACHINE- READABLE DATA BASE: See DATA BASE. 

MACHINE-READABLE DATA BASE LITERATURE SEARCH: See Reference transaction. . 
under INFORMATION CONTACT. 

MARNFTIC STORAGE: See Com puter material under MATERIALS FORMAT. 

MAGNIFICATION DEVICE: See Pro.jecting or magnifying device under EQUIPMENT 
TYPES. .. . 

MAGNIFIED MATERIALS: See Projected or magnified material under MATERIALS 
FORMAT. 

MAIN CAMPUS: See Parent institutio'n/m'ain camp'us under ACADEMIC REPORTING- 
UNIT STRUCTURE. 

MAIN LIBRARY:' See Central library under SERVICE OUTLET. 
MANDATORY TRANSFER-OUT: See EXPENDITURE CATEGORIES^ AND TRANSFERS. 
MANPOWER RESOURCE CATEGORIES: See PERSONNEL RESOURCE CATEGORIES. 
MANUSCRIPT: See. MATERIALS FORMAT. ' 'j 

MAP: See Pictorial representation under MATERIALS FORMAT. 
MASTER'S DEGREE: See HIGHEST DEGREE OFFERED/OBTAINED. 

MATERIALS ACQUISITION COUNTS: The reporting and recording of data, about 
materials acquired by the library for internal and exchange purposes. 
See also COLLECTION COUNTS. For purposes of counting newly acquired 
materials obtained by the library, it is useful to examine the following 
types of material'-s formats separately: 

1. Periodical subscriptions (excluding microform) 

. 2. Other serials subscriptions (excluding microform) 

3. Books (in print) 

4. - Other print materials . 

5. Microform 

6. Nonprint materials ' T) • 
For the above categories, publishing source should be examined: ... 



MATERIALS ACQUISITION COUNTS (continued) 

1. Government publication : Any publication in book, serial, or other 
materials format bearing a government imprint, e.g,, the publica- 
tions of Federal, state, local, and foreign governments and of 
intergovernmental organizations such as United Nations, European 
Common Market, and so forth. (18)* For reporting purposes, include 
government, docurrents as ^- separate count for acquisitions. This 
count need notx maintained as a separate count of holdings unless 
the library is governed by depository regulations indicating other- 
wi^5e. . , 

2. Domestic nongovernmental publication : ^Any book, serial, or other 
materials format published (or produced, as in the case of nonprint . 
materials) in the United States other than by a government agency. 

3. Forei gn nongovernmental publ i cati on : Any book, serial, or other « 
materials format published (or produced, as in the case of nonprint 

' ' materials) outside the United States by other than a governmental 
or intergovernmental agency. ^ ' ■ ^ 

Depending upon the level of detail desired at the local level, it may 
be useful. to further refine tN^^e categories. For example, among school 
Tibrary/media centers, nonprint materials 'should be examined in greater 
detail. Among government publications, tfie distinction between local, 
state, national, foreign, and international issuing agency may be of 
assistance. 

Counts of materials in each, of the above stated categories should include 

1. Physical units/volumes acquired 

2. Titles .acquired , . 

.3. Number of subscriptions maintained (including duplicate titles) 

4^ Number of unigife subscriptions maintained (excluding duplicate 
titles) ' / ' ' ^ 

At a minimum it is useful to examine collection materials acquisition 
expenditures in the. following for each of the above stated categories 
of materials: 

1. Dollars expended • 

2. Physical units and/or subscriptions received gratis or through 
' exchange 

3. Physical units and/or subscriptions »acquired jointly with another 
library or agency / 

4. Dollars expended on joint acquisitions ^ 

MATERIALS ACQUISITION SERVICES: See Technical services under PROGRAMMATIC 
ACTIVITIES. 



-218- 



MAtERIALS CONVERSION: See COLLECTION RESOURCES MAINTENANCE ACTIVITY; . 

MATERIALS FORMAT: The media in which the items of the library's collec- 
tion are cpntained. Typically, the materials .format determines the v 
type of housing necessary for the material and may dictate the type ^ 
of eqiii-pment necessary to access the material. Categories of materials 
format are: 

1 Print (of printed) material : Material utilizing the print medium 
(for example, newspapers, books, magazines). This category gen- 
erally i includes textual or book-like materials. rather than all 
materials which are actually produced by a printing process. , (17) 
For reporting purposes, print kits should- be excluded and reported 
" Under kits. . . 

• Book- A nonperiodical printed publication bound in hard or soft 
Covers, or in loose-leaf format, of at least 49 pa.ies, exclusive 
of th« cover pages; or a juvenile" publication of less-than 49 
pages bound in hard or soft covers. (6)* For repcrting purposes, 
exclude atlases from this category and report undei- pictorial 
representation. Exclude telephone directories, air schedules, 
and similar materials of short-lived relevahce. 

••Serial: A publication issued in successive parts, usually at regu- 
lar int ervals, and as a rule, intended to be continued indefinitely 
Serials include periodicals,. newspapers, annuals (reports , year- . 
books, etc.), memoirs, proceedings, and transactions of societies. 
They may include monographic and publishers series. (5, 7j 
For reporting purposes, exclude serials reported under book, above. 
Categories of serial are: 

- Pe riodical : A serial publication generally printed on paper 
other than newsprint, intended, to appear indefinitely at 
regular or stated intervals, generally more frequently than 
annually. Individual issues are numbered consecutively or 
dated and normally contain separate articles, stories, oih 
other writings. They contain subject matter of either general 
interest (fiction or nonfiction) or else are primarily devoted 
to articles, studies, reports, and factual information on spe- 
cialized subjects, i.e., legislation, finance, trade, labor, 

farm, machine,, pure and applied science, fashion, sports, _ 
hobbies, etc. Newspapers disseminating general, news and the 
proceedings, papers, and other publications of corporate bodies 
primarily related to their meetings are not included irt.this 
category. .(5, 8, 9, 24)* Divisions of this category are: 

-Bound 'peri odical : Issues of a periodical usually constituting 
" the whole or a consecutive part of a definite publishing period, 
■ affixed together with an adhesive with or without stitching, 
and usually encased in a protective cover with identifying . 
marking added to the spine, and sometimes also to the front 
of the cover. (4) ' , ♦ • 

- Unbound periodical : Individual issues of a volume of a peri- 
odical not attached by binding. (4) 



MATERIALS FORMAT (continued) ^ ' • ' - 

1. Print. (or printed) materials Jxontinued) 

• Serial (continued) 

- New:spaper : A serial publication usually printed on newsprint 
without a cover and with a masthead, issued at stated and 
frequent intervals (usually daily or weekly ) which reports 
events and discusses topics of current interest, and is usually 
a "primary -^ource" of information to its readers. (5, 8) 

- Serial service : A serial publication which is revised, accumu- 
lated, or indexed by means of new or replacement pages. (12) 
Include loose-leaf services. , 

- Other serial : Any serial publication not defined or identified 
above. 

• Other _ print material : Any material utilizing the print medium not 
identified or defined above. Where appropriate, this category 

- may be refined to reflect the ^following categories : 

\ 

- Pamphlet (not in vertical file) : An independent publication 
J consisting of a few leaves of printed ^materi a 1 fastened to- 

\? gether, but riot bound. Usually enclosed in paper covers. 
Includes leaflet. (5) 

- Vertical file material : Those items such as pamphlets and 
clippings which-^are filed vertically in drawers for ready 
reference. (5)* , . . 

- Otr<er print material : Any material in print not listed and 
defined above. Include here raiV'and air schedules and other 
nonserieil print materials of short-term relevance. 

2. Microform : Any materials, film or paper, printed or photographic, 
containing microimages which are units of information, suc-h as. a 
page of text or drawing, too small to be read without magnification. 
Includes computer output microform. (17')* Microform should also 
be^described in terms of periodicals and other materials formets . 
described above. . - 

• Aperture card : A data card with a rectangular hole or holes 
specifically prepared for mounting and insertion thereir* af 
microfilm. (17)* 

- • Microfiche : A sheet of microfilm containing mcroimages in a grid 
pattern. This category includes ultramicrofiche or ultrafiche. 
(:17)* 

» Microfilm :. A fine-grain, high-resolution film containing an image 
greatly reduced in si;:e from the original (17), and usually stored 
on a reel • 



-220- 



MATERIALS FORMAT (continued) 

2. Mi croform (continued) I 
— 

« Other microform material : Any microform material not listed ancT 
defi ned above. (17) 

3. Audiorecording : Material on which sounds (only) are s,tored.and can 
be reproduced (played back) mechanically and/or electronically. 
(17) Included are: 

• Audiocard : A thin card with a strip of 1/4 inch audiotape across 
the bottom of its width (usually inches or -less). The sounds 
recorded on tape are usually 10 seconds or less in length. Space 
is provided above the audiotape for pictures or words. (17) 

• Audiodisc : A disc, usually of- vinyl, in which is impressed a con-' 
tinuous fine spiral groove. As the audiodisc revolves, it causes 
a stylus to vibrate and produce el jctricaV signals which are 
converted to sound. (Also called phonograph record, phonodisc, 
sound recording, phonorecord, and variants of these terms.) (17) 

• AM dicpaqe : A specially-prepared page or sheet backed with magnetic 
oy.ide (similar to° th^t on audiotape) containing an audiorecording. 
An audiopage requires special playback equipment andMs not the 
same as an audiocard. (17) 

« Audiotape : A strip of magnetic tape on one side of which electr'i- 
cal IslgnaTs are' r^e^cdrded which can be converted to reproduce 
L — — "Tound. While audiotape ranges in size from 150 mils to 1 inch, 
the most common size in instructional applications is 150 mils 
(in cassettes) and 1/4 inch (reels). This category includes 
audiotape reels, cassettes, and cartridges. (17) 

• Other audiorecording : Any audiorecording not listed and defined; 
above, including dictation/transcription belts, which makfe up 
ihe library's collection. 

4. Computer material: Material intended for use With the computer, 
either as input or output, which has -tlata recorded on it in some 
.form. Does not include "computer output microfilm. (17) For 
reporting purposes, exclude computer material which iS; solely 
intended as part of the support systems of the library (e-Q-* 
catalog card production). Include only material for use by the 
library's user gr'oup. - 

• C omputer printout : The printed output of a Computer usually on 

a continuous sheet of paper. Specifically designed forms for - 
printing information with a computer printer are also recorded 
here. (17) 

• Magnetic storage : -Data stored on magnetic tape,, disc, cassette, 

or other magnetic data storage medium. Each physical piece should 
be jcounted as one. ^ 



^ b 
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MATERIALS FORMAt (continued) ' , 

4. Computer material (continued) 

Other computer material > Any recorded computer material not 
listed and defined aboves, including card decks. 

5. Electronic display material : Material on which signals are recorded 
for use through electronic display on a caiho'de ray tube, usually ' 
television* The recorded signal is\for reproduction of pictures 
usually accompanied by sound. Does not include recorded materials 
for comput,er output on, a cathode ray tub§. (17) 

• Videodis'c ': A disc on which are recorded video and/or audio signals 
for television use. A videodisc requires a video-player compatibl 

' with the videodisc. (17) 

• Videotape : A magnetic tape on which video and audio signals are 
recorded 1or television use. The tape varies from 1/2 to 2 
inches i^n .^Vdth and from 0.5 to 1.5 mils in thickness. The most 
common size^^ for instructional use are 1/2, 3/4, and 1 inch wide. 

, Videotape may be. on an open reel or in a cartridge or cassette.' 

• Other electronic display material : Any recorded material for elec- 
tronic display not listed 'ai^d defined above. (17) • 

6. Projected or magnified material : Recorded visual material which is 
' intended to be enlarged, magnified, or projected for use. Some of 

the materials are accompanied by sound. (17)' • 

• Filmstrip or filmstrip set : A length of film that presents a 
sequence of related still pictures- for projection one at a time, 
Most filmstrips are on 35 mm- film but some are 16 mm or smaller. 
A filmstrip is single-frame if the horizontal axis of the pictures 
is perpendicular to the sprocket holes; it is double-frame if the 
horizontal axis of theu»pictures is parallel to the sprocket holes. 
It may or may not^have provision for sound accompaniment (e.g., 

^ \ accompanied by a cassette or record). Includes sound filmstrips 

• (also called strip-films) and filmstrip set. (17)* 

• Hologram : A' material which presents the illusion of three dimen- 
sions, complete with parralax. A hologram is created by a 
photographic technique utilizing a laser. (17) 

• Motion picture film : A flexible, usually transparent material 
with or without a magnetic or -optical sound track, bearing a 
sequence of Images which create the illusion of movement when 
projected in. rapid succession (usually 18 or 24 frames per sec- 
ond). Common film sizes in use are 16 mm, 8 mm, and single/super 
8 mm. (17)*. Include here film loops. 

• • Overhead transparency : An image on a transparent sheet of material 
intended for use with an overhead projector or light box. (17) 



MATERIALS FORMAT (continued) 
6. Pr o.iiected or magnified material 

•Slide: A transparent image on film or glass (usually photographic) 
intended for use with a slide projector or microscope. May be 
accompanied by audiotape or cassette^ (17)* 

• Stereograph : A pair of opaque or transparent images (usually 
photographic) intended to prodyce a three-dimensional effect 

-1. J v^hen viewed with stereoscopic equipment. (17) 

' \ Other pro.iected or magnified material ; Any other projected or 
magnified material not listed and defined above. 

■ , ' ' ' 

7 Pic torial representation : Two-dimensional material with pictorial 
information which does not require special equipment or magmfica- 
tion for use. (17)* Where applicable, this category may be refined 
to specify: 

• At! as" : A volume of maps, plates, engravings, tables, etc. with 
or without a descriptive letterpress. (1) 

• Chart: An opaque sheet exhibiting^inl^'ormation in graphic- or tab- 
irrar"fonn, or by use of contours, shapes, or figures. Does, not 
include navigational charts, which are classified with maps. ^ [U) 

Q Mag.: A representation, usually on a. flat surface, of the earth 
or the heavens. (17) 

9 P icture : A representation made on opaque materials by drawing,, 
painting, photography, or other graphic art techniques. . (17) 
Included in this category are art prints, study prints, and 
photographs. 

. » Other pictorial representation : Any pictorial material not included 
above. ' ' 

8 T hree-dimensional materi'al : Material which is most easily classified 
-in terms of its three-dimensional aspects. (17) Included in this 

category are: . • 

« Diorama : A three-dimensional representation of a scene.;. (17) 

• Exhibit : A collection of objects and materials arranged in a 
setting to convey a un.if'ied idear p7) 

• Globe: A sphere upon which is depicted a map of the earth or the 
heay^rr showing elements in their proper relationships. (17) 

e Mod^-up: A representation of a real device or process whose essenr 
tial elements may be modified and emphasized for specvfic training 
and analysis. .(17) . ' 



MATERIALS FORMAT (continued) 

S. Three-dimensional irateriaV (continued) - // 

~ ■ •■ ' ■ I I 

9 Model : A three-dimensional representation of a real thfng, pror 
duced' in the. exact size of tne origina-1, or on a smaller or ( 
larger scale. Include in this category sculptural reproduction?. - 
• - (17)*^ . — ^ ' , Ij.' ' 

. V ^ . • ■ . . • //■■■•■ 

. 0 Realia : Tangible- objects, real items (as. opposed to representations 
I or model si ,as they-are without, alteration. Include in this /cate-> 
gory^specimens. (17)* I 

• Simulationmaterial : Material developed specifically to imitate 

a real situation and which provides participants with role^playing- 
experieoees 'through a set of allowable, actidns^and a specially 
created' framework within which the actions take place. C/17) 

■ • . •• • ■ . . ■ / - .ji ■ ■ ' . 

• Other three-dimensional material : Any. three-dimensional .material 
not listed and defined above. TncTude'in this category //games 
and toys. ^ jj 

g. ; other materials format : Any unit of material held in they library 
collection which' is not listed and defined above. This/category 
includes: ' • .. T 

»^ Braille material : Library material for the visually ^fiandicapped 
using a system of raised dots representing letters and numerals. 
.(5) • • - V/ 

• Kit : A collection of materials in more than one mejdium or more 

• than one category of medium that is subject related and intended 
for use as an instructional unit (e.g., book bags/, and SRA kits). 
Exclude sound filmstrip, slide/audiotape> and fillnstrip set, 
which r^. re; defined above, unless 'they are accompanied by materials 
in other formats. ■/ ' . 

• Manuscript : The handwritten or typewritten copy of an author's 
^ ;work before it is' printed. (1)* 

•Score: The written or printed form of a musical work in which 
the music for. participating voice and/or instruments appears , on 
one staff -or on two or more staves, one above the other. (1)* 

• Other ' ' ' ' 



MATERIALS ORGANIZATION AND CONTROL SERVICES: See Technical services under ' 
. PROGRAMMATIC ACTIVITIES". 

MEDIA- CENTER: See LEARNING RESOURCE CENTER and/or SCHOOL LIBRARY/MEDIA 
CENTER. - • . . , 

MEDIA DISTRIBUTION SERVICES:" See Circulation services under PROGRAMMATIC 
ACTIVITIES. ' • 



MEDIA 'PROFESSIONAL: 5ee Speciafrst/librarv professional under PERSONNEL " • 
RESOURCE CATEGORIES'. • . 

MEDIA' TECHNICIAN: See Technieal^ employee under PERSOf^EL RESOURCE CATE- 
GORIES. • 

MEDIAMOBILC: See SERVICE OUTLET. ' ' . ' , ' 

MEDIAMOBILE STOP: See Mediamobiile under SERVICE OUTLET. ^ - 

MICROFICHE: See Microform under! MATERIALS FORMAT. ; , . ■ ' ^ . 
MICROFILM: See Microform under MATERIALS FORf'AT. 

MICROFILM CATALOG: See CATALOG. . " . 

MICROFORM: See MATERIALS FORMAT. ' - 

MICROFORM READER OR READER/PRINTER: See Pro.iecting o r magnifving device 
under EQUIPMENT ^TYPES. 

MIDDLE SCHOOL: See SCHOOL. : . • - 

MINIMUM ADMISSIONS REQUIREMENT: The usual minimum -requirement for' admission 
-to the institution or school- (of wiTcTthe library is a part) as a regu- 
lar student in the lowest education program -or grade offered by the in- 

• stitution or school. Disregard admissions to special programs, exceptiona 
status, or other circumstances that do not conform to the' typically -en- . 
forced admissions policy. The following categories apply: 

For academic institutions 

1. Only the ability to profit from attendance , ■. ' 

2. High school graduation or recognized equivalent 

3. High scho ol graduation, plus an indicati on of superior academic 

. aptitude (class standing, grades, curriculum, particular school,. 
test scores, etc.T 

4. Two-year college graduation 
-5. Four-year col lege graduation 

6. Other minimum admi'ssions requirements 
For schools . 

1. Location of residence \i 
" 2. A^e ■ ' ~~ — - 

3. Grade or year standing 

4. Successful completion of entrance examina tion or other test 
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..MINIMUM ADmSSIOi^S R^^^ 
For schools (continued) 

5, Achieveinent in school work ^ * 

6, SpecfuT ability > aptitude, or interest 

7. Special 'need ' ' " \ , , 

8. Court xommitnient ; , , 
9/, ' Current employment ' 

Ifl. E mployability - ■ 

n. other requirement - . 

12. No requirement ' ' 

MOCK-UP: See Thre'e-dimensional material under MATERIALS FORMAT. 
MODeL: See T hree-dimensional material under MATERIALS FORMAT. 

1 ■ . ^ 

MONGRAPH: A treatise on a particular subject", usually. detailed in treat- 
ment. It is generally a book or pamphlet, but need not be bibliographhy 
independent. (5)* ' 

MOTION PICTURE FILM: See Projected or magnified material under- MATERIALS 
FORMAT. . J 

MOTION PICTURE PROJECTOR: See Projecting or magnifying device under 
EQUIPMENT TYPES. ' 

MULTI-CAMPUS SYSTEM: See Campus in a multi -campus system' under ACADEMIC 
REPORT'iNG-UNIT STRUCTURE. ■■ 

MUSIC SCORE: See Score under MATERIALS FORMAT. , 
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NATIONAL" UN I Ofj. CATALOG: See Derived cataloging' under .CATALOGING ACTIVITyT^ 

NET ASSIGNABLE AREA: See ASSIGNABLE SQUARE FEET (ASF).. ■•. . ./ 

NETWORK: See CONSORTIUM. NETWORK. AND/OR COOPERATIVE .ENDEAVOR. ' . V 

NEW LIBRARY: A library which is either (1) in the process of being de- 
veloped and which is not yet open to the public, or (2) a library which 
m^ets and has met since its inception both the' following criteria: 
(a) a raaterials expenditure budget which exceeds- its staffing expendi- 
ture budget; and (b) a volume of acquisition during the currentv-report- 
ing year which exceeds the volume holdings of the .library, at. the end 
of the last reporting year. (21)* . , 

NEWSPAPER: See Print (or pirinted) mateHal under MATERIALS FORMAT..-. 

NONCJRCULATED VOLUMES' RESHELVED: Library volumes removed frpm_ the 1 ibr^ry 
shelf by a- library user not for the purposes of circulation. Normally, 
these volumes- are left oTTtables or- in other library areas, at wnich • 
time library pages may return them to the e^ppropn ate" location on the _ 
shelves. Circulated materisils which have been returned for discharge , 
and re'shelving should not be included in- this; category. • . 

NONDEGREE-NONOIPLOMA/NONCERTIFICATE: STUDENT: See. ACADEMIC STUDENT LEVEL. 

NONEXEMPT EMPLOYEE: An- employee whose conditions of 'employirientraod qom- 
pensation are subject to the provisions of the Fair Labor Stand^rdsx 
Act of 11938 as amended.^ This"c3tegory typically includes techaica I ^ - 
employees, clerical /office emp.loyefes. and service employees. See also 

• EXEMPT EMPLOYEE and/or PERSONNEL RESOURCE CATEGORIES. 

NONFICTION:' This category includes material 9^ " f i^^^- JPI^J^y^i^.!^^^^^ 
or interpretation of fact. Such material includes (but is not .exclusive 
to) autobiographies, technical reports, essays, etc. in w^^ 
characters, and content are wholly based on fact. See^also FICTION. 

NONPRINT COLLECTION: See COLLECTION CATEGORIES. .. , , , ^ * 

-NONPRINT MATERIAL: Material which does not meet the definition- of print 
•or print facsimile, and whibh is not textual in nature. Some require ■. 
special equipment. in order to be seen and/or heard (including motion 
pictures, audiorecordings, filmstrips. slides, and overhead _transparen- 

• cies) ■ Others do not require the use of special equipment in order to 
" be seen and/or heard (for example, flat pictures, ftudy^printsv maps . 

, - charts, and games}. Nonprint material. .on loan to the library Should • 
not be included. Audi arecordi ngs . "computer materials . electronic ■ 
display materials, projected or magnified materials .pictorial maten^ 
- three-dimensional mate^rials. and nonprint kits are all, considered non- 
. -print materials. Exclude from this category Jjcrofom. whi^^ should 
be categorized as print facsimile. See also MATERIALS FORMAT.. 

NUMERIC DATA BASE: See DATA bASE. ; " 



OBJECT O^EXPENDITURE: See: EXPENDITURE CATEGORIES AND TRANSFERS. 

OBLIGATIONXsee liabi 1 iti es under FINANCIAL RESOURCES., 

OFF-SITE STORAGE COLLECTION: See COLLECTION CATEGORIES. 

OFF-SITE STORAGE FACILITY: See Support facility jjnder ROOM USE CATEGORIES. 

OFFICE/CLERICAL EMPLOYEE: See PERSONNEL RESOURCE CATEGORIES. 

OFFICE FACILITY: See ROOM US E^ CATEGORIES. . ,• ' 

OFFICIAL DIRECTOR OF THE LEGAL ENTITY OF WHICH THE LIBRARY IS A PART: 
- See PUBLIC LIBRARY GOVERNING BODY. 

ONLINE COMPUTER CATALOG: See CATALOG. , 

ONLINE DATA BASE: See J)ATA BASE. 

ONLINE REFERENCE SEARCH: See DATA BASE and/or Bibliographic data base 
literature' search under INFORMATION CONTACT. 

— —^7' — ; « • ■ ■ 

OPEN STACK/READING ROOM : See Study f aci 1 i ty under ROOM USE CATEGORIES. • 

OPERATING EXPENDITURES: See Program expenditures (direct cgHs) under 
EXPENDITURE CATEGORIES « TRANSFERS. • \^ .. : 

ORDER CARD: One form for recording information used in ordering library 
materials.' Order cards may be manually or automatically produced, 
manually or automatically stored. Also called order request card (ORC). 

ORDERING SERVICES: See Materials acquisition services' under PROGRAMMATIC 
■ -ACTIVITIES. V . • ■ 

• ■ - ■ ^ ■ / 

ORGANIZATION CODE: See LIBRARY IDENTIFIERS. . ' 

ORGANIZATION CONTROL: See LEGAL CONTROL. . ' . ^ j,^ 

ORIGINAL CATALOGING: See CATALOGING ACTIVITY. 

^ORIGINAL FORMAT: See Fitted request under INTERLIBRARY: LOAN LENDING 
. ACTIVITY. . • ... 

OUTCOME MEASURES: See PROGRAM MEASURES.' 

— L - ' ■ . • ' . 

OUTPUT DEVICE: .See Computer device under EQUIPMENT TYPES. 

OVERHEAD TRANSPARENtY: See Projected, or magnified- material Under MATERIALS 
FORMAT. " 



PAGE: See Office/clerical employee under PERSONNEL RESOURCE CATEGORIES.. 

'PAMPHLET: Spp Other print material' under MATERIALS FORMAT. 

PARAP«OFESSIGNAL: See Technical employee under PERSONNEL RESOURCE CATE- 
GORIES." 

PARENT ORGANIZATION/INSTITUTION: The agency, corporate body, or institu- 
tion of which the reporting library is a part. 

PART-TIME COUNTS: See ACADEMIC STUDENT COUNTS .and/or EMPLOYEE COUNTS. 

PATRON: See USER GROUP. 
'PERFORMANCE MEASURES: See PROGRAM MEASURES. 
PERIODICAL: '^pp Print (or printed) material under MATERIALS FORMAT.. 
PERSON TIME: See Activity measures under PROGRAM MEASURES i 

PERSONNEL CONDITIONS OF EMPLOYMENT: Includes information about >the appoint 
ment, status, and other terms relating to an individual s employment, at 
the library. Types of information included are: 

' 1 Pprs onnel resource category : The appropriate category in which the 
employee is considered given the responsibilities and duties of 
his or her position. See also PERSONNEL RESOURCE CATEGORIES. 

2. Compensation ; Includes salary, fringe benefits, and source of 
compensation (e.g.. Federal funds). 

■ 3 Term of a ppointment : The type of appointment and related inforna- 
tion regarding the individual's position. This includes, tenure 
status, length of appointment, and other terms related to the 
individual 's position. 

4. Emplovep status : The full-time or part-time status of the position 
held by the Individual. - 

PERSONNEL IDENTIFIE^S/TRATTS:: Individual attributes of library employees. 

Specific identifiers/fraTts include: 

1. In dividual identification : The name, address, employee identifi ca- 
tion number, title, social security number, and so for^n that are 
unique to the individual. 

2. . Age . ■ " 
3.., Sex 
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PERSONNEL IDENTIFIERS/TRAITS (continued) 

5, Handicap category 

6, Educational attainment 

7, Professional affiliatiofis or appointments : Memberships, appointed 
positions, and so forth, which are pertinent to the employee and 
his or her relationship with the library or library profession. 

PERSONNEL MEASURES: See PROGRAM MEASURES. 

PERSONNEL RESOURCE CATEGORIES: Categories of employees representing dif- 
ferent kinds of personnel resources available to the library. The 
following categories provide for the classification of personnel re- 
sources and refer to both paid employees and volunteers. (Volunteers 
should be categorized according to the type of activity which they 
conduct.) Personnel are primarily categorized by functions ^and re- 
sponsibilities, rather than educational background, experience, or 
other qualifications. See also EMPLOYEE, EMPLOYEE COUNTS, CONTRIBUTED . 
(VOLUNTEER) SERVICES, RESEARCH/INSTRUCTION EMPLOYEE, Classroom Teacher 
under SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP, and/or STUDENT ASSISTANT 

1. Executive/administrati ve/manaqerial professional : Includes employees 
who exercise primary responsibility for management of the library, 
or a customarily recognized subdivision and who devote no more 

than 20 percent of their work week to Fair Labor Standards Act 
(FLSA) nonexempt work (if the library is covered by FLSA). Assign- 
ments may require the performance of work directly related to 
management policies or general business operations of the library 
or the performance of functions in the administration of a depart- 
ment. Titles of such employees include head librarian, library 
director, assistant director, department head, chief librarian, 
and so forth. 

2. Specialist/library professional : Includes employees who are given 
assignments requiring knowledge of an advanced type in a field of 
science or learning or original and creative work in an artistic 
field. Typically, no more than 20 percent of the work week is 
devoted to FLSA nonexempt work (if the library is covered by FLSA). 
This category has a number of features in common with the previous 
classification. Persons in these two categories conventionally 
are drawn from the same or similar education, training, experience, 
and vocational backgrounds. Specialist/library professionals are 
distinguished from the preceding category in that their primary 
activity is practice tn their particular field rather than admin- 
istration. 

Within the library, the majority of professional staff would 
typically fall within specialist/library professional categories.. 
Divisions of specialist/library professional appropriate to the 
library are: . > 



-230- 



PERSONNEL RESOURCE CATEGORIES (continued) ^ \ 

2. Special ist/1 ibrary professional (continued) 

•• Librarian : An exempt or professional, employee who has met the 
requirements for employment by. a given state for the classifi- 
cation of certif.ied librarian, and who typically is employed in 
'library science functions, such as cataloging, reference, etc. 
Librarians who are also subject specialists are included m this 
" • category. (5)* Exclude from this category head librarians , 

-libr^ary directors, and others who funqtion largely as adminis- 
trators rather than librarians. 

• Media professional : An exempt or professional employee who has 
been trained in educational media and their utilization. and is 
professionally recognized as a media specialist or media, .general - 
ist, and who typically is employed in media-related library 
services, such as curriculum development, instruction, production, 
processing media, and organizing and accessing media holdings. 

• Su b.iect specialist : An exempt or professional employee who has 
academic preparation in a subject field or language, usual ly 
beyond a Bachelor's degree, and is employed in collection devel- 
opment, specialized reference services and/or bibliographic; 
services in his/her field. Librarians who are subject specialists 
are included under Librarian above. ; •' 

• Oth er professional : An exempt or professional employee who, though 
hot a librarian or media professional, is in a ppsition normally 
requiring at least a Bachelor's degree (e.g., curators, archivists, 
computer specialists, information and system, specialists). (18) . 

3. Techni cal employee : Includes employees who exercise specialized 
knowledge and skills of the type normally acquired in postsecondary 

, education programs that do not lead to a Bachelor's de.gree, but 
i that do lead to recognition of completion of a^planned^ and sequen- 
' tial program. While these skills normally are acquired in formal 
education programs, incumbents may have acquired them through ex- 
perience also. This category is restricted to FLSA nonexempt 
employees (if the library is covered by FLSA). _Also ca.led para- 
professionals. Divisions of technical employees appropriate to 
library employees include: " ^ 

• Lib rary technician : Skilled nonexempt or paraprgfessional employee 
who, by virtue of training or education, performs technical tasks 
such as pre Wmi nary bibliographic searching, serials processing, 
and limited cataloging. Al^p called library assistant, library 
paraprofessional , and library technical- assistant. 

• Med ia technician : Skilled nonexempt or paraprofessional employee 
who, by virtue of training or education, performs technical tasks 
associated with media, such as graphics production and display, 
information and materials processing, photographic production, 

• operation and maintenance of audiovisual equipment, or television 
equipment, and installation of systems components. (15) 
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PERSONNEL' RESOURCE CATEGORIES (continued) 

3. Technical employee (continued) 

9 Other technician : Other skilled nonexempt or paraprofessional 
employees of the library such as computter operators, bookkeepers, / 
etc. 



Office/clerical employee : Includes empl 
and secretarial duties. Office/clerical 
may be defined as: ' 



Secretarial /clerical employee : Nonexerrpt employees normally per 



forming activities concerned with pre 



ayees who perform cl erica] 
employees in the libra 




aring, transferring^, trans- 



5. 



cribing, systematizing, or filing written corranunication^^ (16) 
, Such employees may also assist in teqnnical activities. 

• Page/student assistant/shelver : NojfT^xempt employee/normally^ 
conducting either clerical or support tasks such , as reshelving,' 
card production, etci and who typically receives a wage. 

Service employee : Includes employees assigned to activities requiring 
only a limited amount of previpusly acquired skills and knowledge, 
. It includes such employees as (custodians, groundskeepers , security 
guards, food service employees, drivers, messengers, and so forth. 
Only employees paid directly from the library's payroll should be 
considered, 

PHONODISC: See Audiodisc under MATERIALS FORMAT, 

PHONOGRAPH RECORD: See Audiodisc under MATERIALS FORMAT, ' 

PHOTOGRAPHIC DEVICE: See EQUIPMENT TYPES. , • ^ 

PHYSICAL PLANT: See Assets under FINANCIAL RESOURCES and/or Plant and 
logistical services under PROGRAMMATIC ACTIVITIES, 

PHYSICAL PROCESSING: Activities related to the preparation of an item for 
the shelf including jacketing, affixing labels, pockets r and necessary 
stamps. This process may also include accessioning. 

PHYSICAL PROCESSING SERVICES: See Collection maintenance services under 
PROGRAMMATIC ACTIVITIES. 

PHYSICAL UNIT: See COLLECTION COUNTS, 

PICTORIAL REPRESENTATION: See MATERIALS FORMAT, 

PICTURE: See Pictorial representation under MATERIALS FORMAT. 

PLANT ASSETS: See Assets under FINANCIAL RESOURCES, 

PLANT MAINTENANCE: See Logistical and physical plant operations under 
PROGRAMMATIC ACTIVITIES, 
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PLEDGES RECEIVABLE: See Assets under FINANCJlAL- RESOURCES. - - 

PRECATALOGED MATERIAL: See Derived cataloging under, CATALOGING ACTIVITY. 

PREDOMINANT CALENDAR SYSTEM: The method by which the institution or school 
I structiires most of its courses or programs for the calendar year. See 
! also aSdeMIC. YEAR and/or SCHOOL YEAR, The- following systems are typical 
of both academic and school institutions: 

1. Single te'rni : A regular school term containing no major subdvri£,.:^s 
of time. "I ' . ' , , . 

2. Quarter: 'The quarter calendar consists of three qua.rters abou-. 
twelve "weeks for each quarter of instruction. There may be an o.Jdi- 
tional quarter in the summer. 

3 Semester: The semester calendar consists of two semesters during the 
typical a cademic or school year with about sixteen weeks for each 
semester of instruction. There may be an" additional summer session. 

4 T rimester : The trimester calendar is composed of three terms with 
, ' about fifteen w6eks.for each term of instruction. 

5 4.1.4 Dian: The 4-1-4 calendar is composed of four courses taken for 
four months , orie course taken for one month, and four courses taken 
for four months. There may be an additional summer session. 

6. Other :di vision : A calendar divided into other than the above-noted 
periods . " . ' 

PREPARATION: See Phv^'cal processing services under PROGRAMMATIC ACTIVI- 
TIES.' . / ■ '. ■' ^^^^ 

PRESERVATION: See COLLECTION RESOURCES MAINTENANCE ACTIVITY. 

PRIMARY SERVICE AREA: See PUBLIC LIBRARY PRIMARY SERVICE AREA. 

PRINT AND PRINTl:FeCSIMILE:/Materials which 9':i9^'"^J^^^'^°'" P^j "J.^iP"!^^^^ 
materials and which are^ considered textual iti nature. Included in ^"^s 
Stlgory are books, /periodicals, newspapers. ' Also included f ^nted 
materials which haVe been reproduced on microform. Other mediums such 
afludio^-sual mSials, nonprint kits, maps, and three-d mensional 
mterials a?e eXluded. See also MATERIALS FORMAT and/or NONPRINT 
MATERIALS. i 

PRINT (OR PRINTED) MATERIALS: See MATERIALS FORMAT. 

PRINTER/COPIER/DUPLICATOR: See Graphic or re production device under 
EQUIPMENT TYPES. . ■ 

PRINTOUT: -Spp Com puter printout under MATERIALS FORMAT. 

PRIVATE GIFTS, GRANTS, AND CONTRACTS: See CONTRIBUTED, MATERIALS and/or 
CURRENT-FUND REVENUE CATEGORIES. 
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PROCESSING: See PHYSrICAL PROCESSING. 



PRODUCTIVITY: See Perfonnance measures under PROGRAM MEASURES. 

PROFESSIONAL DEGREE: See First professional degree under HIGHEST DEGREE 
OFFERED/ OBTAINED. 

PROFESSIONAL DIVISION: See Graduate/professional division under ACADEMIC 
COURSE LEVEL. 

PROFESSIONAL STAFF: See PERSONNEL RESOURCE CATEGORIFS. 

PROGRAM MEASURES: The data and data combinations which describe and evalu- 
ate the prog»:ammatic activities of the library. Categories of program 
rnaasures include: 

1. Financial measures : The income sources, levels of income, and, expen- 
ditures associated with a program. See also CURRENT- FUND REVENUE 

/ CATEGORIES and/or Program expenditures (direct costs) under EXPEN- 
r DITURE CATEGORIES AND TRANSFERS. 

2. Personnel measures : -The types, levels,^ numbers, and service months 
of personnel associated with a program. See also EMPLOYEE COUNTS 
and/or PERSONNEL RESOURCE CATEGORIES. 

. ■ 

3. Facility measures ; The type and area of space associated with a 
program, along with the equipment and types of facilities devoted' 
to, or accessed by, a program. See also EQUIPMENT TYPES and/or 
ROOM USE CATEGORIES. ' 

4. ' Activity measures : Descriptors and quantitative assessment of the 

types of tasks, functions, or transactions conducted with any 
the programmatic activities. Specifically the type and quantity^'^'''^ 
of services, products, or output generated by a programr^easures 
of activity vary with the types of activi ty^under examination.- 
Generally, the following types of jneasureTlire appr^opriate: 
i> • 

a Number of transactionsT ^the sum of simi ^ discrete activities 
or transactions conducted within the pn 5m, e.g.^ number of 
circulation transactions. 

B Transaction duration : The time in which one or more employees are 
involved in- the processing of a transaction. This is distinguished 
from person time where the time of each employee would^e consid- 
ered, and distinguished from lag time where both transaction dura- 
tion and waiting time would be cgnsidered. Typically, transaction 
duration is most appropriate for short-term transactions, e.g., 
directional transactions. 

• Lag tim e: Lag time of a transaction is considered to be the elapsed 
time (fn minutes, hours, or days) from the inception of the trans-' 
action to the completion of the transaction. An example would 
be the time an item is in cataloging, from receipt to completion , 
of finaV cataloging. Include time, in. which no effort i 5 expended 
on the transaction, but in which the transacti\5>n is still uncom- 
pleted (e.g., waiting time). 



PROGRAM MEASURES (continued) 
4. Activity measures (continued) 

« Activity rate : The number of transactions processed during a 
specific time frame, e.g.. circulation transactions per hour. 
This measure is based on actual or observed, rather than capa- 
city, rate. . ' ' 

• Perion time: The employee time devoted to the transaction or 
act! vity7~0nly that time in which the employee is actually / 
working on the transaction or activity should be considered. 
If two or more employees are involved simultaneously on the 
same transaction or activity; the time of each should be con- 
sidered. ' . , 

• t Labor cos^- The compensation (salary and fringe benefits) expended 
on processing the transaction, or conducting the activity based 
upon the person time and the individual employees of the library 
involved in processing the transaction or conducting the activity. 

5 User me asures : The type- and level of use made of the program, and 
the type of user who benefits from the activity of a program. 

6. Perfor mance measures : The degree to which a program meets its 
measurable object. Criteria of importance' in the consideration 
of performance are: 

• Policy ef fectiveness : The degree to which policies maintained or 
enforced by the library Iheet the objectives of those policies, . 
and contribute to the overall performance of the library. 

9 Resourc e effectiven ess: The degree to which the library is able 
to obtain necessary resources in order to conduct and improve. . 
the operations of the library and meet the objectives of the 

: ::--,program. 

•"work environment/staff morale : The degree to which the working 
;. environment a nd factors contributing to staff morale and general 
• " well-being are sufficient to produce an atmosphere m which staff 
productivity and programs are benefited. . • 

Staff com petence : The degree to which the education, experience, 
work habits, and attitudes of employees contribute to. the overal i 
qoals of the library and individual objectives of the Prograni; 
■and the degree to which these personnel Resources are well dis- 
tributed across the programs of the library. ^^^^.---^ 

• O perations effectiveness : The degree to which the gpefations of 
the libr-ary and the activ ities of the program contribute to the 
.goals and objectives of the library and to the satisfaction of 
the library user. 

e Productivity : The levels of activity produced for the ijesources 
invested or expended in the program.- * - 
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PROGRAM MEASURES (continued) 

6. Perfonnance measures (continued) 

• Timeliness : The relative length of time, lag time, or transaction 
duration of activities, and the* degree to which these contribute 
to overall attainment of the objectives of the program and to the 
satisfaction of the library user. 

0 Accuracy : The relative accuracy of activities, records, and trans- 
actions, as this accuracy contributes to the objectives of the 
program and to the satisfaction of the library user. 

7. Outcome measures : The impact (s) or result(s) of a program or the 
activities of a program upon the User, the environment, or the 

^ resources of the library. » 

^ PROGRAMMATIC ACTIVITIES: A set of activities undertaken for a particular 
purpose (s) requiring a set of resources to accompli ish a desired outcome (s) 

Major categories of programmatic activities are: ^ 

> ■ 

1. Cultural, educational, and information services : Those activities 
related to the provision. of information either formally through 
instruction or upon request by the library's clientele. Included 
in this category are reference services, directional services, 
research and analysis, corranunity referral, outreach programs, and 
other activities related to the provision, enhancement, or inter- 
pretation of information. 

^ A further refinement of cultural, educational, and information ser- 
vices that may be appropriate for some libraries includes the 
. following: • .:: ^ 

' e Information services : Those activities related to the provision 
of services and aids for the identification and location of docu- 
ments and information requested by the library's clientele; In- 
cluded in this category are onVine reference services, ^^selective 
dissemination of information, processing reference and information 
queries, maintenance of reference collections, production b.f 
bibliographies for specific subjects, information packaging 
full-text retrieva", directional and community referral services, 
research and analysis, client-in-situation, advocacy activity. 



subdivided into the following categories: . , 

- Machine-assisted reference services : Those activities related' 
to computer-based information services and the associated 
activities Including computerized search services. . 

- Readers and research advisory- services : Those activities related 
to the provision of assistance, consultation, recommendation, 
and direction to users in reading or research, and^in the in- 
struction of' the library to assist the user in upgrading library 
skills. 
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PROGRAMMATIC ACTIVITIES "(continued) • ^ ' 

1. CuUura1\ educational, and information services (continued) 



- Referral^ervices : Those services related to th6 provision of ' 
infomiation about the conmunity, comnunity activities, and com- 
munity services or agencies. Such services typically entail 
the determination of user needs and appropriate agency infor- 
mation. Also included in this category are activities related 
to advocacy and counseling. 

- Research and analysis services : The services devoted to the 
provision and interpretation of information, consolidation and 

' analysis of data or information from a variety of sources, and 
independent research. Such activities require extensive inter- 
pretation, synthesis, and analysis of information from both 
primary and secondary sources. • ^ 

Sele ative dissemination of information services ; Activities 
related to the gathering and distribution of l nf ormati on" about 
a specific topic and to a particular audience. Typically, 
■ ' such activities, are conducted on a regular basis, and are 
ii directed toward the specific interests or specifications of 

the library's user groups. , " • , 

_ Other infgfmation services : Activities or information services 
not defined above. « 

• C ultural, recreational, and educational services : Those activities 
. carried out for the express purpose of eliciting some measure of 
"educational change" in a learner or group of learners. Included 
in this category are the credit and noncredit courses or programs 
offered by the library, such as "Vight-to-read" programs, community 
awareness programs, film series, children's story hours, and ec- 
" tures which. may or may not be related to the facilitation of librar. 
use Library tours and instruction in the use of the library or 
^library materials are included in this category. Involvement by 
library employees in the teactiing process of /the parent organiza- 
tion should also te included here. Media production which supports 
the cultural, Vscreational , or instructional activities of the- 
library are alsd\included. 

Cultural, recreational, and educational services may be further 
^ subdivided to reflect':,. 

_ Gpn eral education programs ; Those activities carried out for 
the express purpose of eliciting some measure of "educational 
change" in a group of learners, except those activities which^ 
' are informal in nature. Included in this program are the credit 
and noncredit courses or programs offered by the library in a 
structured learning envrronment, such as '.'ri ght-^to-read P>^- 
grams, research methodology, and Special topical courses. Onlv 
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PROGRAMMATIC ACTIVITIES (continued) 

1 . Cultural educational > and information services (continued) 
a Cultural > recreational and educational seKvices (continued) 

- Genera} education programs (continued) 

those .formal instructional activities conducted by the library, 
or metnbers of the library staff, should be included in this . 
category. Other programs, though intended to produce an 
"educational change" in -the jr audience, which arey'informaT, 
unstructuredj or not presented as an instructix>naT\ program 
(e^g. , library tours, storybook hours) should be cal^egorized 
as special services below. 

- Cultural events/programs i Thos^e activities intended toXprovide 
inflellectual and cultural experiences for the public orVthe 
JjbWry's user group outside of 'general education prograrns and 
"supS^ part of a formal instruc:tional • 
process/ Examplesof^sucfnevervts include visiting artist/concert 
series, lecture series, music activities, art exhibitions,' con- 
certs, films, and exhibits. • 

- Special services : Those activities intended to provide cultural, 
educational, or recreational experiences for the library's user t 
group in noninstructional environments. Such activities include I 
library tours, storybook hours, and other special service pro- 
grams. . ; 

<f ■ ' * . 

- Other culturaf, recreational, and educational services ; Those 
. cultural, recreational, and educational activities not identi- 
fied above. ' ^ 

2. Resource distribution services : Those activities related to the 
provision of library materials to the library's clientele and to 
other libraries." Those activities included in this category are ' 
assistance (or facilitatibn) in circulation services, reserve ser- 
.vices, nonprint or media distribution, inter- and intra-llbrary 

loan services, messenger services, and equipment rental and loan 
services. . Also included in this category are computer services in 
support of circulation and interlibrary loan. Activities vpelated 
to the control and distribution of library services are included. ^ 
Similar serVi/es provided within special collections and at branch 
libraries should also be considered a part of resource distribution. 

A further t)reakdown of resource distribution that may be appropriate 
for some libraries includes the fbllowing: ' 



PROGRAMMATIC ACTIVITIES (cor/tinued) , 

/■'■'• ■ ■ 

2. Resource distribution services (continued) 

t Circulation services : Those activities related to the physical 
control and circulation, of library materials. Also included In 
this category are lending library resources to direct borrowers 
from general, special, or reserve collections; maintaining loan 
records; monitorinc( and collecting overdues; renewing materials, 
reshelving materials; equipment rental and loan for use in read- 

• ing or viewing library materials; copying services provided to 
users; and media distribution services. 

.^ Circulation services may be ad(R'tionally refined to reflect the* 
' following categories of activities: 

- Equi pment distribution services : Those activities related to- 
the physical control and circulation of the library's equip-, 
ment resources to user groups. Also included are related 
activities such as main-taining loan records, collection of 
fees (if applicable) and fines related to the distribution 

of equipment, and general control functions related to equip- 
ment distribution. 

. Gen eral circulation services : Those activities related to the 

physical control and circulation of the library's general 
• collection. Also included are supportive activities of gen- 
eral circulation such as maintaining loan records, monitoring 
and collecting overdues, renewing materials, and reshelving 
• , matet'ials from the general library collection. 

- Media distribution services : Those activities" related to dial 
access for user groups, cojnputer-aided instruction, closed- 
circuit television, the distribution of nonprint materials 
from the collection, and maintaining appropriate records and 
control of materials in circulation. This categpryK^ly-m- 
cludes those activities related to special audiovisual or 
media distribution centers maintained by the library, and 
should not include those activities considered a part of the 
general circulation services. Include related activities such 

was storage, scheduling, delivery, maintenance, and inventory 
> control. ' 

- Reserve services: Activities related to the physical control 
and circulation of mater.ials: from the library reserve col- 
lection. Also included are supportive activities such as 
developing reserve lists, reitoving reserve materials from the 
general collection, maintaini\ng loan records for reserve mate- 
rials, renewing reserA/e materials,' and returning materials 
fr^m reserve collections to the general collection when neces- 

' sary. " ^ ' • 

_ Other circulation. services : Those activities related to cir- 
culation not defined and specified above. 



PROGRAMMATIC ACTIVITIES (continued) 



2. Resource distribution services (continued) 

0 Interinst1j;utiona1 exchange and delivery services : Those acti- 
vities related to the borrov;ing or iTendi^ of materials to other 
^ libraries/ Specifically included activities are interlibrary 
loan and messeng^? services,* record maintenance and accounting 
• activities associated with interlibrary ^^^t^^^^ bulk loins 

to other lihr^rtes (excluding branches of the reporting Xt^^ 
and phoioc^Spying and reproducing ^Mterials for purposes of pri?- 
V vtjding iPcJterfals co another library in lieu of. lending origir^s^ls. 
.Exclude! from this category are messenger services employed pri- 
marily for purposes of interbranch transactions, which are in- 
cluded In plant and logistical services; and gifts' and Exchange 
. ' services associated with materials acqui si tioii s-ervices., . 

Interinstitutional exchange an^ delivery services may be further 
refined to reflect the^ following: 

- Interlibrary loan services : Those activities related to the 
physical control, circulation, and maintenance of related 
records for interlibrary loan lending and borrowing activities. 
Supportive activities such as verification, interlibrary loan 

• switching, location identification, and so forth should be^also 
included in this category, 

- Interlibrary delivery services : Those activities: related to 
the delivery of materials from one .library to another which 
are unrelated. 

-.Other interinstitutional exchange and delivery services: Any 
interinstitutional exchange and loan services not identified 
nor defined ^above, ' 

3. Collection development services: Those activities related to the 
selection of materials^ for the library, the determination and 
coordination of collection development policy, and the screening 
and evaluation of available materials and user, requirements.. In- 
cluded in this category are user needs assessment and collection 
use studies,, preparation of ''.want" lists, and weeding. Also in- 
cluded is planned coordination between materials and activity of' 
the parent organization. . 

4. Technical services : Those activities related -jto the provision of 
materials acquisition,' organization, and preparation services. 

^ Included in this category are acquisition services, cataloging, 
r^jeriodicals contjrol , binding services, and computer services in 
^ support of these functions. 



PiROiSRAMMATIC ACTIVITIES. (continued). .. 
4. ' technical services (continued)^ s ' " ' . 

' ^ A, further refinement af technical services JJia-t may be appropriate 
for some libraries includes the followingf .. 

0 Materials acquisition services : Those activities related toob- 
. taining materials by purchase, exchange, or( gift;' together- with 
the maintenance of the necessary reco-rds orthesei additions. , 
Also included are those activities related to" th6 identification 
and Verification of orders and titles. (5)* ' ^ 

Materials acquisition services may" be further refi ned-fe^-vr^f ect 

• the following: 

■~ - Orderi ng services ^ Those activities related to the purcnaie 
-or acquisition of items from , the .publisher or elsewhere fOirr 
suapt to the~ request, and the' maintenance of related records. 
Supporti ve activi ti^l^syctLaSi, fund aqcounti ng , . processi ng 
payments, and claimijig may arso~-be_involved. 

- Searching and-' verification services : Those- activities "related 
' to determining publisher and other infcirmati on necessary^for 

purchase of materials,, verification of such information, and^ 
' -verification that materials a^re not in the collection nor on . 
order. Such activi ties'; may also provide precataloging .infor- 
. ■ • matipn. ' ' 'c • , ■ / 

- Other materials acquisiti.on' services : Any activities not 
tified and defined above. 

\ ~ ■ ■ ■ ■' ■ ~\ 
Materials organization and control -g-erviceg" : Those activities 
-■ ' related to the 'organization and bibliographic control of library 
materials. Included, in< this category are cataloging services, 
serials check-in, catalog -production* catalog maintenance, and 

• filing into catalogs.^ - , 

. • '. ■' ' >• , , ■ '■ . ■ ' . ■ 

Materials organization and control ''services, may be refined to 

reflect the following: ~ 

- Cataloging services : Those acitivi ties related to the classifi- 
cation, description, and preparation of necessary entries, for 
the catalog of materials intended for the library collection.; 

■ s ■ , 

- Catalog" maintenance and production services : Jlie production 
of records for the. catalog, the maintenance (e.g., corrections 
replacements, etc. ) lof records in the catalog", and interfiling 
of records into the catalog. 

- Serials control, services : Those activities related to the pro- 
' cessing and control of serials for the library collection. . 

Associated activities may include' the claiming of periodicals 
' and the preparation' of periodicals for binding. , . 




PROGRAMMATIC ACTIVIJIES (continued) 



•4. TechniHcal sfervices (continued) 

»' Material s\organizat ion and control services (con.ti nued ) 



/ Other matfiirials orgarii'Zation and control services' : Any acti- 
,^ vities not identified' and defined above. ^ ^ 

• Collection fnaintenap services : Those activities related to the 
maintenance and pre^aration of. materials for general library, use 
and distribution.' Included in this category are conservat;i.on 
activities, physical processing of materials, and stack mainte- 
nance. Include here media production- if materials are intended ' 
to augment the-collection. Otherwise, media production should 
be considered under cultural, recreational, and educational ser- 
"^^-jnces. • 

Collection-maintenance services may be further refined to reflect 
the following^categories of activities; - 

^- Collection resources maintenance services : Those activities 
necessary or useful to the preservation ''of the library's 
collfecjbion.' This category includes^bindjng,,. mending, preser- 
vation, and conversion of the materials in^the^^col lection in 
order to ensure continued usefulness. 

' ; ^ Physical processing services : Those activities related to^the^ ^ 
preparation of an item for the shelf including jacketing,^ 
affixing labels, pockets, and necessary stamps.. Such activity 
* . "^-rrtay also include accessioning. . • . 

- Stack maintenance services : Those activities related to the\ 
shelving and control of the collection not in general circu- 
lation. Associated activities may include shifting shelves, 
reshelving items ^into the collection, andoShelf reading. 

" * - ' • * ^ * ■ 

\ - Other collection maintenance activities : Any .collection mainte- 

. • nance activities not identified or define'^l above. - 

5. Administrative services and administrative support cervixes :' Those 
^activities related to the provision of general administrative ser- 
vices for the operation of the library. Those specific services 
included .in this functional area, are. personneV administration and 
'coordination, public relations and develooment, fiscal management, 
planning, program management, publications,: advertising, personneV 
development, and plant and logistical services.. Computing support' 
for general library activities and administrative functions should 
be included in this category. Excluded are those computer services 

- in sup^port of information, resource distribution, or technical ser-. 
vices.' , * 



PROGRAMMATIC ACTIVITIES (continued) 
5. A^inistrative services and administra tive support services (continued) 
Refinements appropr* te within this category are: 

» Coordi native ^nH Ipadership activities: Those activities related 
to the improvement of library resources and to the improvement 
of the organization or entity of which- the library is a part. 
Included in this category are those activities _related to ong- 
term library development, contribution to the institutional goals 
of the organization of which the library is a part, and participa- 
tion by the library or library employees in long-range development 
of resources within the library -community (e.g., network advisory 
boards, library planning" groups, faculty councils, etc.). 

Coordi native and leadership activities may further be refined to 
include the following: 

- Planning and program development : Those activities related to 
'the overall library planning and design functions carried out 
in support of the parent organization, or the general perfor- 
mance of the library. Include here cooperative planning with 
other libraries or with other units. Also included in this 
category is curriculum development. 

- Liaison activities: Those activities conducted to maintain or 
enhance relationships with the parent organization, the com- 
munity, governmental entities, the library community in general, - 
as well as those activities carried dut to support library. fund 
raising and development efforts. Include also activities in- 
tended to strengthen the library's relationship with other 
organizations, agencies, or units. . 

- PMhUr r Pi^^t.ions and developmen t: Those activities designed to 
enhance the, library's image to user groups, funders, or the 
parent organization. Include those activities designed to 
coimiurvicate general information about the activities, goa s, _ 
and objectives of the library to various audiences. Newsletters, 
news releases, public-opinion surveys, and the like should -De 
included. ^ 

- Other rnnr Hin^t.ive and leadersh ip activities: Include here 
coordinative and leadership activities not identified nor de- 
fined above. 

« Managem ent services : Those activities related to library fiscal 

oberations. library planning, public relations, and personnel 
.. Ei triiion and development. Also included are those activities 

which provide library staff 0PP°''t'J"i5^^^f°Vf 'TnnSdpS 
personal and professional growth and development. Included, ■ 
within this category are staff development P'-osrams in-service 
education programs, professional publishing, and sabbatical 
leaves. 



PROGRAMMAJIC activities; i(continu , 

\5. Administrative services and administrative support services (continued) 

e Management services (continued) • . • 

Management services may be further refined to reflect: 

\ Financial management and operations : This subprogram consists 
of those activities related to the day-to-day financial manage- 
ment and fiscal operations of the library. This includes , con- 
trol. and accounting of the library, disbursement of library funds, 
e and the fiscal management'of contracts and. grants held by the 

' library. 

- Health, safety, and security services : Those activities related 
to the environmental wel 1-being and security of the library, . 
library employees, or library users. Such activities include 
police protectioij, collection security, theft controls, general 
liability insurance, and the enforcement of policies regarding 
library use. 

- Personnel services>: Those activities related to the recruitment 
and 'hiring of library personnel , the administration' of employee 
programs, and the development of library personnel.. Include 
affirmative action "duties, personnel administration, labor 
relati.pns and negotiating activities, staff development acti- 
vities, recruiting, administration of insurance and retirement 
programs, and maintenance of personnel records. 

- Other management servic es: Ot^ er rrianagement activities not iden- ' 
tified nor defined abov;:?. ; 

0 Logistical and ph^ysical plant operations; Those activities related 
to the provision of general support activities to the library. 
Included sre activities relating to building maintenance,' ci^^todial 
services, utilities, landscape and ground maintenance, major re- 
pairs and .renovation^ construction planning, bookmobile mainte- 
nance, parking, procurement, shipping, and interbranch messenger 
services. 

Logistical and physical plant operations may be further refined 
to: 

- Logistical services : Those activities related to facilities 
planning, room scheduling, space allocation, facilities records, 
procurement of other than library collection materials, trans- 
portation and motor-pool services, maintenance of bookmobiles 
and communication services (e.g., mail room services, telephone 
and telegraph services, etc.), and copying services other than 
those services provided o user groups. 
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PROGRAMMATIC ACTIVITIES (continued) / ^ " 

5. Administ rative services and administrative support services (continued) 

• Logistical and physical plant operations (continued) 

^ - Ph ysical diant operations : Those activities related to main- 

ta'ining the existing grounds and facilities, providing utility 
rA services, and planning and designing future plant expansions ^ 

and modification. The actual capital expenditures used for 
plant exp'fenditures arid modification should not .be classified 
in the progranmatic classification. 

PROGRAMMATIC MEASURES: See PROGRAM MEASURES. 

PROJECTED OR MAGNIFIED MATERIAL: See MATERIALS FORMAT. , • 

PROJECTING OR MAGNIFYING DEVICE: See EQUIPMENT TYPES. 

PUBLIC CATALOG: A list of any format, arranged in an established^order 
which records and describes the resources of the library and which is 
generally -available to the library's clientele. (5)* Exclude union 
catalogs. . . : ■ 

PUBLIC LIBRARY: A library that serves all residents of. a given community, 
district, or region, and receives its financial support,, in whole or 
part, from public fund?. Public libraries , make their basic collections 
and basic services available to the primary population served, without 
additional charges to individual users. Products and services beyond « 
the library's basic s,ervices may or may not be provided to the pubiiC' 
. on a cost-recovery or fee basis. Individual charges may be assessed 

fronr library users outside the primary target population of the library.. 
In; addition to the tax-supported municipal, county, and regiona republic 
libraries, this definition includes privately- and Federally-controlled , 
libraries which render,* without charge, general library services to the 
cormunity.' (5)* . 

, Public libraries may be further categorized by the size of community 
^ ■ in which they reside: ; 

■ ' 1 Ptihiir librar y in an urban community : A public library serving a 

r community with a population of 2,500 or more. For certain purposes, 
these communities may be further categorized into: 

. » Urban community with a population of le ss than 10.000 ■ ^ 

.« Urban community with a population of 10,0 00 to 24.999 

• Urban community with a population of 25,00 0 to 49.999 
" • Urban community with a population of 50,00 0 to 99.999 

• Urban conrounitv with a population of 100,000 to 249,9 99 

■ . Q Urban community with a pop ulation of 250,000 to 499,999 ' : 

o " • . . - 25.0 ' 
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PUBLIC LIBRARY (continued)' - 
!• Public library in an urban community (continued) 

» Urban community with a population of 500,000 to 999,999 

• Urban community with a^ population of 1,000,000 or more 

2. Public library in a rural community : A public library. serving. a 

population located on dispersed farmlands, or in hamlets or villages 
of less than 2,500 persons. A rural community may be further 
characterized as: 

• Rural -farm community 

0 Rural -nonfarm community , ■ 

PUBLIC LIBRARY PRIMARY SERVICE AREA: The geographic area, and the residents 
thereof, for which the library has been established to offer services 
and from which (or on behalf of which) the library derives, income. 
Typically, this area would correspond 'to that ^ from which the library 
derives its legal identity. (5)* Square miles of the area of service, 
should be Inclusive of the area of total population given. 

PUb/iC LIBRARY REPORTING-UNIT STRUCTURE: The entity who directly governs 
the library and its policies. Typically, the library reports directly 
to this entity, which has direct line responsibility for the library. 

1. Library board :. A group of appointed or elected officials who di- 
rectly oversees the library on a continuous and regular basis. 
Typically, this board's sole- function is to oversee public library 
policies. ^Iso known as Library Board of Directors, Board of. 
Trustees, and Board of Library Trustees. Exclude boards which 
serve only an .advisory role to the library. 

2. Board or council : A group of appointed or elected officials who 
directly oversees the legal entity of which the .library is a part. " 
Examples are City Council, Board of Supervisors, the Legislature. 

3. Official director of the^ legal entity of which the library is a' part : 
The elected or appointed official of the legal entity (i.e,city, . 
county, state, etc.) which oversees the policies and activities of 
that legal entity. Examples of these positions are Mayor, Governor, 

ty Manager. 

4. Divisional chief : A person who is normally considered a department 
chief, division chief, or division director. Examples would be 
Director of, Social Services, Secretary of Education, etc. 

5. State library agency : The state organization existing to extend' and 
improve library services in the state. 

6. Federal agency : An agency funded and controlled by^the Federal gov- 
ernment. Inlcude here libraries serving as public libraries'on 
military bases and overseas installations. 
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'^UBLIC LIBRARY REPORTING-UNIT STRUCTURE (continued) . 

7. Other reporting-unit structure : A governing body other than the 
above named or defined entities. 

PUBLIC LIBRARY TARGET GROUP: The constituency whom the public library is 
intended to serve. Public library target groups can be categorized in 
the following manners: 

1 . Age ranges : j 

2. Sex ' ■ 

3. Race/ethnic > identification 
. 4. Handicap category 

5. Language proficiency 

6. Disadvantage status 

7. Educational attainment (of the adult population) 

■ 8. Fmnl nvinent categories (of the adult population) : Employed persons 
ire taken to be all civilians 16 years old and over who were either 
(a) "at work"— those who did any work at all as paid employees or 
in their own' business profession, or on their own farm, or who worked 
15 hours or more during the reference week as unpaid workers on a 
I family farm or in a family business; .or ^Xb^ -were "with a job but 
' ■■ not at work"— those who did not work during the reference week but 
' had jobs of business from which they were temporarily absent due to 

, illness, badweather, industrial dispute, vacation, or other personal 

' ' reasons. Excluded from the employed are persons' whose activity con- , 
i ■ sisted of work around the house or volunteer work, for religious, 
' charitable, and similar organii-atiops. Typically., employed persons 

are divided into the following categories: . ■ 

a Professional and business workers (including managers and admin- 
istratorsT ' 

.• Sales and service workers 

« Manual workers 

e Service and household workers 

9. Family income : Family income represents the wages and earnings of 
air members of a family for the previous year. Family income in- 
cludes gross wages and salaries, net self -employment income, retire- 
ment income, public assistance or welfare, and all other income. 
Family income does not include 'value of in-kind income, withdrawal 
of bank deposits, money borrowed, tax refunds, money received from 
sale of property (unless the individual is in real estate business j, 
exchange of money in the same household, gifts and lump sum inheri- 
tances, insurance payments and other lump sum receipts. The data 
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:BRARY target group (continued) • 
lily income (continued)' ' 

• the 1970 census of family income was based on a sample of 20 
•cent of households.. The foil owing, income ranges are used in 
s handbook: . ' 

inder $K00Q 

iUOOO to $4.999 ■ 
15,000 to $9.999 
ilO.OOO to $14.999 

115.000 to $24.999 ' - ' 

;25-.000 to $49.999 .. 
iSO.OOO and ab6ve 

a . . . .- 

BRARY= USER DIVISIONS: Collections and related services, spvclfically 
shed for a- subset of the library's clientele. Theso may be based 
upon subject interests or age groupings. The fpllovr!rig user divi- 
re based on age groupings. 

It services : The collection and re U'ted services established fOr 
It clientele, typically over the age of 17, 

nq adult services * The collection and related services est-abn'shed 
ecially for (but not exclusive- to nor inclusive cf) persons be- 
ea and including the ag^-5 of 14 and 17 years. 

Idren's servi ces: The coliection and related rervices established 
ecially for (but no exclusiva to nor inclusive of) persons under 
age of 14. . ^ 

BRARY USER. GROUP: Those persor^s, either within the. 1 ibrary's 
group^ or other, who actually i2se the library'?, services and 
es.. Types of public library user groups con-espond to target 
4nd may also include other descriptors to. accommodate rtontargfet 
sers . . ' ^ ' 

RVICES: See Cultural, educational , and information s er vices and/or 
e distribution under PRQGPAMMATIC ACTIVITIES. ' ^ 

AND BOOK TRADE LIST: See RtFERENCE COLLECTION. 

ORDER: A wri^eri, typewritten, or computev-prcduced order olaced 
vendor or publisher for materials avanaole for purchase. Infor- 
Includad on a purchase order usually includes "title, author, pub- 
the Uwandard item identifier (i-e., ISBN or ISSN), a vendor's 
/number, and price.' See also APPROVAL PLANn and/or BLANKET PUR- 
RDER. . 
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QUARTER: See PREDOMINANT CALENDAR SYSTEM. 
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RACE/ETHNIC IDENTIFICATION: Categorization of individuals according to 
, the race/ethnic categories to which they belong, are regarded by the 
community as belonging, or categorize themselves as belonging'". 

. This concept of race/ethnic identification and the following categories 
are those used by the U.S. Office for Civil Rights, the Equal Employ- 
ment Opportunity Commission, and other Federal agencies in conformity 
with recommendations by the Office of Management and Budget (OMB) Ad 
Hoc Committee on Race/Ethnic Categories- in 1976. The categories are 
as follows:' ^ 

1. Hispanic : A ^person of Mexican, Puerto Rican, Cuban, Central or South 
•Airencan, or other Spanish culture or origin, regardless of race. 

2. Nonhispanic, white : A person having origins in any of the original 
peoples of Europe, North Africa, or the Middle East. 

3. I Nonhispanic> black : A person having origins in any of the black .. 
' racial groups of Africa. 

4. American Indi ah or Alaskan native : A person having origins in any 
of the original peoples of North 'America and maintaining cultural 
identification through tribal affiliation .oi^ community recognition. 

k > — — V 

5. Asian or\Pacific Islander : A person having origins in any of the 
original (Peoples of the Far -East, Southeast Asia, the Indian Sub- 
continent, or the Pacific Islands. This area includes, for example, 
China,' Japan, Korea, the^hilippine Islands, and Samoa. 

Non-U. S, citizens are to be reported as follows: 

• For target group reporting, nonresident aliens (those individuals 
who have not been admitted to the United States for permanent 
residence) are reported only as totals and are not identified by 
race/ethnic categories. 

0 For employee reporting, foreign nationals are reported separately 
a<; well as .included; with statistics reported foV full-time staff 
by occupational activity and are identified by race/ethnic cate- 
gory. 

READER: See Microfonn reader or reader/printer under EQUIPMENT TYPES. 

READER/PRINTER: See Microform reader or reader/printer under EQUIPMENT 
TYPES. ' 

READERS AND RESEARCH ADVISORY SERVICES: See Information services' under ■ 
PROGRAMMATIC ACTIVITIES. 

READERS OR RESEARCH ADVISORY TRANSACTION: See Reference. transaction under 
INFORMATION CONTACT.- 
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READING/STUDY ROOM: See Study facility under ROOM USE CATEGORIES. 

READY REFERENCE COLLECTION: See Reference collection under COLLECTION • ' 
CATEGORIES* ■ - 

REALIA: See Thr^e-dimensional material under MATERIALS FORMAT. 

REBINDING: See Binding and rebinding under COLLECTION RESOURCES MAINTE- 
NANCE activity: / 

RECATALOGING: See CATALOGING ACTIVITY. 

RECEIPTS: See CURRENT- FUND REVENUE CATEGORIES. , 

RECLASSIFICATION: See Reclassification 'Under CATALOGING ACTIVITY. 

REFERENCE: See CROSS-REFERENCE and/or Information services under PROGRAM- 
MATIC ACTIVITIES. 

REFERENCE COLLECTION: A collection of books and other materials in a li'brary 
-useful for supplying information, kept together for convenience, and 
generally not allowed to circulate. See also COLLECTION CATEGORIES. 
The- following categories' of materials in reference collections are 
irrespective of materials format. - 

1 Pu blisher's and book trade list : A publication issued by publishers, 
bookdealersv individually, or collectively , describing their pub- 
lications, and sometimes including a price list. This category 
includes book trade catalogs, monthly catalogs from the Superin- 
tendent of Documents, and so forth. It also includes nonpublisher 
related lists such as Books -in-Print . 

2 Index: An array of references' (in any medium or format) to topics, 
names , or titles, in books and periodicals, or to reports, patents, - 
and other nonbook materials. 

3. Abstracts: factual summaries giving significant content of units 
of publication (e.g., scientific or scholarly papers, technical 
reports, patents). As a reference collection categor:y, abstracts 
typically contain summaries, of several works concerittn^ a particular 
subject or area of learning and accompany citations referring to 
the original publications. (5)* . . ; ; 

4 Bibliography : A list of sources of information or of references to 
the library materials organized for a particular use or relating 
to a: particular subject. (5) See also TOPIC OF BIBLIOGRAPHY OR 
SPECIAL CATALOG. < . 

5. Catalog: A list of books, maps, etc. . arranged accordtjjg to some " 
definite plan. As distinguished from a bibliography and from a . 
■ - publisher's or book trade list, it is a list which records, describes 
and indexes the resources , of a collection, a library or a group of 
"libraries. This category excludes the public catalog of the 
• - library used by the library's clientele to locate materials in the 
■ library. 

nr.- « ■ 
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6. Fact-finding sources : This categpry includes those reference collec- 
tion materials which are most often used to locate a particular fact 
or set of facts about a particular tppic. This category includes 
(although not exclusively) almanacs, encyclopedias, dictionaries, 
and statistical and inathematical tables- 

7. Other reference collection material : This category includes other 
material not listed or defined in the above categories. Included 
within this category are college and university announcements, 
atlases, and telephone boolcs. . > 

REFERENCE FILES: See Reference collection under COLLECTION CATEGORIES. 

1*, . ■ • . . * . 

REFERENCE TRANSACTION: See INFORMATION CONTACT. 

REFERRAL SERVICEs)"See Information services under 7PRQGRAMMATIC ACTIVITIES. 

REFERRAL. TRiANSACTION: See Reference transaction under INFORMATION CONTACT. 

REIMBURSED SERVICES: Services which the library provides to , the user or . 
to other libraries on either a. partial cost-recovery basis, or through 
subsidy. This (jategory should include only those services which could 
not be provided without such reimbursement to the library. See also 
Generated income under CURRENT- FUND REVENUE CATEGORIES. 

RENEWAL TRANSACTION: The act of extending a circulation transaction for a^ 
period of time beyond that of the original loan period. A renewal 
transaction applies equally to general circulation transactions, reserve 
circulation transactions, and '^equipment circulation transactions. 

RENTAL COLLECTION: A group of selected' books that are circulated for a 
small fee. (1) See also LEASED COLLECTION. 

REPRODUCED FORMAT: See Filled request under INTERLIBRARY LOAN LENDING 
ACTIVITY. 

REPRODUCTION DEVICE: See Graphic- and reproduction device under EQUIPMENT 
. TYPES. 

" ■ - . m 

REQUEST FILLED WITHIN USER SPECIFIED TIME: See INTE^ LOAN BORROWING 
ACTIVITY.. ■ . T ~ ^ 

RESEARCH ADVISORY: See Readers or research advisory transaction under 
rN FORMATION CONTACT. 

RESEARCH AND ANALYSIS SERVICES: Sea Information services under PROGRAM- 
MATIC ACTIVITIES. 

RESEARCH AND ANALYSIS TRANSACTION: See Reference transaction under 
INFORMATION CONTACT. 



RESEARCH/ INSTRUCTION EMPLOYEE: Includes all employees of the parent 
organization who customarily receive assignments for the purposes of 
research and/or instruction. In- describing these individuals as 
members of the library's target group or .user group, the following 

• descriptors are of importance: 

1 nisc-i pline/sub.iect matter of the research an d/or instruction: An 
indicator of the major subject areas of importance to the individ- 
ual as it relates to his or her occupation. 

2 Lev el of research involvement : An indicator of the individual's 

' * participation in research activities. This is of particular ™-'- ■ 
portance in describing faculty members who may largely.be involved 
in instructional rather than research activities. 

RESERVE CIRCULATION TRANSACTION: See CIRCULATION TRANSACTION. 

RESERVE COLLECTION: See COLLECTION CATEGORIES. ^ 

RESERVE SERVICES: See Circulation services under PROGRAMMATIC ACTIVITIES. 

•RESHELVED VOLUMES: See NONCIRCULATED VOLUMES RESHELVED. | 

RESOURCE DISTRIBUTION SERVICES: See PROGRAMMATIC ACTIVITIES. 

RESOURCE SHARING: See- CONSORTIUM, NETWORK, AND/OR COOPERATIVE ENDEAVOR. 

RESTRICTED FUNDS: See, REVENUE RESTRICTION CATEGORIES. ■ 

REVENUE RESTRICTION CATEGORIES: ' • . . 

1 Unrestricted funds : Revenues received by the library or institution 
*■ of which the library is a part without stipulation regarding purpos 

by the source, and may be expended at the discretion of the tnanage- 
ment. This category applies equally to undesignated and designated 
. funds . 

2 Restri cted funds : Flevenues received by the library or the parent 
institution' with -the. stipulation that such funds bemused for the . 
purpose specified by the donor (source). ■ . j 

REVENUES: See CURRENT-FUND REVENUE CATEGORIES. 

ROOM USE CATEGORIES: Standard groups of institution a^-ea's described by 
primary use. ' \ 

1. Classroom facility : A rooXsed by classes that does not require 
special -purpose equipment for student use. 

2. Laboratory facility : A room that requires special purpose equipment 
for student or research purposes. ' , • 

3. 0ffic6' facility : A room used by library employees working at a desk 
or table. • . 



ROOM USE CATEGORIES (continued) - , \ , 

* of' 

study facility : A room used by individuals to study, or a room used 
to store books. Included in this category are: 

9 Reading/study room : A room used by .individuals to study books or 
nonprint materials. Included are reading rooms, carrels, study - 
rooms, individual' study stations,- and sirti.lar ropms intended for 
general -study^ purposes. ^ 

e Stack : A room (or a portion of a room) used to provide shelving 
for library materials. Exclude off-site storage facility classed 
. as a support facility below. . - 

e Open stack/reading room : A room that is a combination -of a reading 
room and stack. . ^ . • 

0 User information area : A room or portion of a room that serves a , 
reading/study roonu stack, or opeifi stack/reading room as a sup- 
porting service to' such areas. Included are areas which house 
card catalogs, circulation. desks, reference desks, and information 
area. , • 
* ■ . • 

5. Special ,use facility : A room set aside for special purpose^. This 
includes rooms used for the production and ^distribution of audio- 
visual, radio, and TV materials and for the^operation of equipment 
for the coifffnunication of these materials. 

6. General use facility : A room used for assembly, exhibition, food-'^ . 
service area, loung6, .merchandising, recreation, meeting, or locker 
room, or a room that directly services such facilities. 

7. Support facility : A room used for data prdce^sing/ computer, repair 
*and maintenance , of products, storage of materials- or vehicles,, or 

rooms servicing such areas;. For some purposes, it may be- useful 
to isolate the following: . ; - 

• Off-site storage facility :. A building or portion thereof devoted 
to the storage of collection resources and not associated with 
a service outlet of the library. Usur^lly, such facilities house 
' ' overflow materials from the library^ls general collection, and 

which material's are infrequently used by the library's user group,. 

8. ' Unclassified^ facility : Rvooms not assigned, undergoing, remodeling 

or alteration, or not completely finished in construction'at the- 
time-of the inventory^ ^ ' 
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SALARIES ANP WAGES: .See Compensation' under EXPENDITURE CATEGORIES AND 
TRANSFERS. \ . ■ , . ' ' . 

•SCHOOL: A schodliconsists of a group of pupils with one-^or more teachers, 
who give ihstructib'n, of a defined type in one or more grades, housed 
in a school plant of one or more buildings or tn one or* more school - 
plants, and organized as one unit. More than one school may.be housed 
in the same school plant, as in the. case where separately oirgamzed 

.^ elementary, and secondary grade levels are housed in the same plairt; 
when this occurs, each level is considered as a separaj^e" unit, if ad^ 

' ministered sepa'rately. ' If both elementary and secondary grade levels 
are administered as a single'imit, it should be considered as one 
school. (22) Types of schools are: > ■ 

U Elementary schoo l: A school classified as elementary by state and 
TocaT- practice and composed of any span of grades not above grade 8. 

« On e- teacher- school : A one-teacher school is a school in which :bne 
teacher is employed to teach all grades offered in the school, 

' regardless of the number of rooms' in the building. These schools 
can consist of any grade grouping within grades kindergarten, 
through 8.' '(22) .. . '■ ' - 



Middle school :' A middle school is a separately organized and 
admi nistered, school usual-ly beginning with grade 5 or 6 .or its • 
equiva-lent and including at least thiPee grades or years. Most , . 
^ middle schools presume, in ultimate plan if not ip present reality, 
^ a'fqur-year high school for the grades or. years which follow^ as. 
■ i^n a 2V"-4-4 or- a 5-3-4 plan: (•22) ' 

" . -' ' ' ■ ^ 

e Other elementary school :' Those "schools notr identified or defined 
above', regardless of grade span, but- not above grade 8. (22) 

S econdary school : A school compi^i.sing any span of .grades beginning 
vyith the next, grade, following an elementary or middle school and- 
ending with or "^olo'w grade 12."^ 

(9 Juni or hic '^ ychool: A junior' Mgh/school -is-a separately organized 

and adminTstsred secondary school between e.lementary schools and 
v,senior-high schools,, usual ly incKiding 7, 8, and 9 (as m a 6-3-3 
plan) or grades 7 and 8 (as in a &-2-4 plan). (22) 

/# Senior high school : A senior- high school is a secpndary school 
offering the final years oi^ high school work necessary for gradua- 
tionand invariably preceded by a junior high school.. Four-year 
and incomplete high schools are to be included: 

• - Fnur-vear ' senior high .school :-^A'four.r_year high school is'a four- 
year 'secondary school immediately following the elementary school 
(as in the 8-4^plan) ,or a middle school.- (22) 
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SCHOOL (continued) ' 

2. Secondary school (continued) 

0 Senior high school (continued) ' . ^ 

l' ' , CP' ' J * 

Incomplete high school : An^ incomplete high' school is a secondary 
^ school which offers less than four years beyond grade 8 and 
normally ends with grade 11. ('22) 

• Junior-senior high school :- A, Junior-senior high school is a sec- 
ondary school which usually includes grades 7 through 12 and is 
administered as a single unit. Such a school would usually follow 
a middle or other elementary school with no intermediate school-^ 
between." (22) ' 

• Vocational technical school : A voca-tional technical high school 
is' a separately organized school under the direction of an admin- 
istrator (wJch as a principal ) for the purposr f offering training 
in one or more skilled or semiskilled trades Ui .occupations. Aigh 
schools offering vocational/technical as part of a comprehensive 

^ programs should not be included here. ' (22) 

3. Other^school : A school not Identified nor defined above. This cate- 
gory includes: ^ » , . 

9 Combined elementary-secondary school : Include here those schools . 
which serve both elementary and secondary pupils, but which are 
organized and administered as a single unjt and cannot be classi- 
fied'in any of the categories of elementary and secondary schools., 

0 Special education school for handicapped : . Include here, only those 
schools which serve emotionally disturbed and mentally or physi- 

> cally handicapped pupils exclusively . Do not include schools 
which offer special education along with the regular program. (22) 

e Other school : A school' not identified nor defined above. . 

SCHOOL CALENDAR: See PREDOMINANT CALENDAR SYSTEM. 

SCHOOL CLASSROOM: See Classroom facility under ROOM ySE CATEGOr'ieS. 

•SCHOOL COMPLETED: See EDUCATIONAL ATTAINMENT. 

. SCHOOL- COMPULSORY ATTENDANCE AGE SPAN: The youngest and oldest ages at 
which children, youths, and adults normally are required to attend 
school. c (22)* See also SCHOOL PERMISSIVE ATTENDANCE AGE SPAN. 

SCHOOL DAY: A school' day is that part of Ihe calendar. day when school is 
in session. For some purposes it is useful to detehnine the number of 
minutes the school is in-operation during the typical school day. (18)* 



SCHOOL ENTRANCE REQUIREh' IT: \ See MINIMUM ADMISSIONS REQUIREMENT. 
SCHOOL HOURS: See SCHOOL DAY. \ ' 

SCHOOL LIBRARY/MEDIA CENIlR: A library which, as part of its primary 
mission, supports the curricula\ needs of and; provides its collection, 

. related equipment, and the services of a staff toi students, teachers, 
and affiliated staff of an elementary, secondary,: or combined school. 
This entity may be alternately called a library;, media center, in- 
structional materials center, learning resource center, or combination 

■ thereof. School libraries/media centers may be Categorized according 
to the type of school served (see SCHOOL for these distinctions). See 
also LEARNING RESOURCE CENTER. 

SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP: Students, classroom teachers, 
and other employees and affiliates of the school whom the library is 
intended to serve. Categories and descriptors of -population which are 
appropriate for library managers to consider include: 

1 Pupils- Students receiving formal instruction at the school . of which 
the library is a part. Descriptors appropriate tO' this category 
include;. 

e Age . 

9 Handicap category 
• Language proficiency 

• Disadvantage status 

• Migra ::t i 

• Learning disability 
0 Gifted or talented 

2 Classro om teachers : Teachers for portions of schoolwork of self- 
Fdntained classes, performing professional activities in guiding 
and directing the learning experience of pupils m an instructional 
situation in a particular classroom or classrooms. This category 
should not include administrators, supervisors, consultants, coun- 
selors, librarians, or itinerant teachers. The status (full- or 
part-time) and the discipline and level of instruction provided are 
appropriate descriptors of this category. (22)* 

3 Other target group : Include here all employees or affiliates of the 
' * school eligible for library services and not specified above. . 

SCHOOL LIBRARY/MEDIA CENTER USER GROUP: Those persons, either within the 
library's target group, or other* who actually utili-e the resources 
or services of the library. Types of school library.('^dia center user 
groups correspond to target group descriptors and may>]so include 
additional descriptors for nqntarget group users. 
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SCHOOL PERMISSIVE ATTENDANCE AGE SPAN: The youngest and oldest ages at 
which children, youths, and adults normally are allowed to attend 
school- (22)*/See also SCHOOL COMPULSORY ATTENDANCE AGE SPAN. . 

.SCHOOL REPQRTING-UNIT STRUCTURE: The type of organizational unit oper- 
ating the reporting library and^possibly other library/media center 
units as well. Types of reporting-unit structures include: (22) 

1. State Department of Education : The state agency exercising leader- 
ship, service, and regulation responsibilities in regard to ele- 
mentary and secondary public education and such other aspects of 
education in the state as lie within the legal authority. The term 
"State Department of Education" is often used interchangeably with 
the term "State Education Agency," and in this ^-onnection includes 
the State Board of Education, the chief state school officers, and 
their staffs. (22) 

1. Other State Education A gency : An organization other than the State 
Department of Education, established by law for carrying out a 
specified part of the educational responsibilities of the state. 
For example, some states establish a separate organization to ad- 
minister higher education, (22) 

3, Intermediate administrative unit : An v-lmmistrative unit smaller 
than the state which exists primarily o provide consultative, 
advisory, administration, or statisticcl services to. local basic 
administrative units. This includes intermediate administrative 
units referred to as county intermediate units or supervisory 
unions, regional educational units, educational cooperative service 
units, anti boards of cooperative education services, C22) 

4, Local public school system : An administrative unit at the local 
level which exists primarily to operate schools or to contract for 
schools services (also known as a local education agency [LEA]), 
Public school systems include common, city, independent, consoli- 
dated union community, town, township, jointure, and county-unit 
school districts; they include districts operating single schools, 
e,g,, area schools for vocational or.soecial education operated by 
separate boards of education. For reporting purposes, a system of 
schools operated by a branch of the Federal government— for children 
such as those residing on Indian reservations, or in U,S, Territories, 
or for dependents of armt:d services personnel --is reported under 

this heading. The local school system may be described further 
according to type of organization, or according to type of schools 
operated/ (22)* 

5, Segment of local public ol system : For example, an individual 
school within- the local f r ic school system, . 

6, Nonpublic, system : For.;example, a system of church-related schools, 
including a diosces'an school system, (22) 

7, Other reporting-uni t structure : An administrative unit operating a 
sc^Tool other than those described above. 
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SCHOOL STUDENT COUNTS: The recording and reporting of student data for 
internal and exchange purposes. The following three .types of statis- 
' tics are neededr 

1 Sc hool average daily attendance : The aggregate days attendance' of • 
a given school during a given reporting period divided by the number 
of days school is in session during this period. Only days on which 
the pupils are under the guidance and direction of teachers should 
be considered as days in session. The reporting period is generally 
a given regular school term. The average daily attendance for groups 
of schools having varying lengths of terms is the sum of the average 
daily attendances obtained for the individual schools. (22) 

2. School average daily membership : The aggregate days membership of a 
gi.ven school during a given reporting period divided by the number 
of days school is in session during this period. Only days on which 
the pupils are under the guidance and direction of teachers should 
be conside^-^d as days in session. The reporting period is generally 
a given regular school term. The average daily membership for groups 
of -schools having varying lengths of terms is the sum of the average 
daily memberships obtained for the individual schools. For purposes 
of obtaining statistical comparability only, pupil-staff ratios in- 
volving kindergarten and pre-kindergarten pupils attending a half; 
day session are computed as though these students, are in membership 
for a half day. (22) 

.3, School grade or year.enro'^ 'ment: The number (headcount) of students 
officially enrolled in each' grade or year contained within the 
school. A grade is a designation applied to that portion of the 
school's curriculum which represents the work of one regular school - 
term. In some situations-often referred to as "ungraded -grade 
designations are not used; designations appropriate for these situa- 
tions are year 1, year 2, and so forth. (22)* 

SCHOOL TERM- A prescrvibed span of time when school is open and the pupils 
are under the direction and guidance of teachers. The number of .days 
in the term should be reported. (22) 

SCHOOL YEAR- Thf school year is defined as the twelve-month period of time 
denoting the beginning and ending for school accounting purposes, usually 
from July 1 to June 30. (22) 

SCORE: See Other materials format under MATERIALS FORMAT. 

SEARCHING AND VERIFICATION SERVICES: See Materials acquisition service s 
under PROGRAMMATIC ACTIVITIES. 

SEATING CAPACITY: The number of chairs or other seating units available 
within the library area for library clientele v/hile they use materials. 
The number of seats available for the library users should.be given for 
the library as a whole, including: general -reading area seats, lounge 

- seats,' group study seats, audiovisual area seats, other materials seats, 
study carrels, study area seats, typing room seats, seminar room seats 
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SEATING CAPACITY (continued) 

(when available on an open basis), etc. Seats at index tables, card 
catalog reference tables, and other seating provided for special use 
or consultation should not be counted in the total, nor should seats 
in locked rooms not normally open to library patrons, such as auditorium 
and general meeting room seats. (18)* \ 

This category may be divided into carrel seating and other seating: 

1, Carrel : A desk available for individual use. Carrels may be 
categorized into: 

^ o Wet carrel : A carrel which is electrically wired for use of 
^ equipment in order to access nonprint materials. 

• Dry carrel : A carrel which does not contain electrical access 
nor built-in equipment with which to access nonprint materials, 

2. Other seating : Include here all other seating. 

SECRETARIAL/CLERICAL EMPLOYEE: See Office/clerical employee under PERSONNEL 
RESOURCE CATEGORIES. 

"SEE ALSO" REFERENCE: See CROSS-REFERENCE. 

"SEE" REFERENCE: See CROSS-REFERENCE. \ 

SELECTIVE DISSEMINATION OF INFORMATION (SDI) ACTIVITY: The gathering and 
distribution of information about a specific topic and to a particular 
audience. Typically, SDI is a recurring activity on a regular basis 
and provided according to the specific interest or specification (SDI 
profile) of the 'client. Most often SDI is a product of a search of 
machine-readable data base. However, SDI may also be the result of a 
literature search of printed indexes and abstracts. 

1. Selective dissemina^tion of information (SDI) search : Activity re- 
lated to the accessing of bibliographic records on a particular 
topic (as specified by the user*s SDI profile) for purposes of 
producing a bibliography for the user. Typically, such searches 
are conducted on a regular and recurring basis, and thus are 
differentiated from a reference transaction. 

SELECTIVE DISSEMINATION OF INFORMATION SERVICES: See Information services 
under PROGRAMMATIC ACTIVITIES. 

SEMESTER: See PREDOMINANT CALENDAR SYSTEM. 

SENIOR HIGH SCHOOL: See Secondary school under SCHOOL. 

SERIAL: See MATERIALS FORMAT. 

SERIAL SERVICE: See Print (or printed) materials under MATERIALS FORMA'. 

'\ ' , 
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SERIALS CONTROL SERVICES: See Materials organization and con trol services 
under PROGRAMMATIC ACTIVITIES. • 

SERIALS LIST: See CATALOG. 

SERVICE AREA (OF LIBRARY): See PUBLIC LIBRARY PRIMARY SERVICE AREA. 

SERVIC^IWAILABILITY: The degree to which services of the library are 
available to the library's user group. Several criteria can be employed- 

- in determining service availability, such as the number of service out- 
lets available to the library's user group, the number of service points 
provided within a service outlet for the library's user group, the geo- 
graphic distribution of, and distances between, service outlets, and 
the hours of services available to the library's clientele. The follow- 
ing types of information are appropriate for determining service avail- 
ability: 

1. Public library primary service area 

2. Service outlets : This category includes both the hours in which ^ 
service outlets provide the services of its staff to the library s 
user group and the number of service outlets available to the 
library's target group. See also SERVICE OUTLET. 

3 Servic e poin ts: This category includes both the hours in which the 
service polnti" are staffed and prepared to deliver services to the 
library's user group and the number of service points available 
within each service outlet. See also SERVICE POINT. 

4 Servic e availability measure : The number of hours annually in which 
an individual service point is staffed and prepared to provide ser- 
vices to the library's user group. Total service availability is 
calculated by adding the number of service hours provided by each 
service point maintained by the library (i.e., the sum of individual 
service point availabilities). The average service availability 

is calculated by dividing the total service availability of the 
library by the number of service points maintained by the library. 

SERVICE EMPLOYEE: See PERSONNEL RESOURCE CATEGORIES. 

SERVICE HOURS: Those hours annually when a library, branch, or bookmobile 
is open and prepared to render service to its. clientele. Total service 
hours are determined by adding the number of- hours the library is open 
to users, or a bookmobile is in place to provide service to users. 

SERVICE MONTH: See EMPLOYEE COUNTS. 

SERVICE OUTLET: Any location where. library materials and services are 
made available to the library's clientele. (5) Only those outlets 
which are in service at the time of reporting are included. Both 
number of service outlets and hours open annually should be included. 
Service outlets include: 



SERVICE OUTLET (continued) 



1. Centra'? library : The single unit library or the library wher^i vJ^e 
principal collections are kept and handled. Also called the maia 
library. (5)* A library system may or may not have a central 

•library. ' 

2. Branch library : A satellit2 library with sep'irsite quarters, a basic 
collection of books, a regular staffing ^3vel , anc m established 
recurrent schedule, administered by either the central library or 
library headquarters. 

3. Affiliated library : A library housed 1n the facilities of the parent 
organization, and although administered by the perent organization 
of the libra ry< is not under the ^jurisdiction of the central library 
or library headquarters. Example^; of this are law libraries and. 
medical libraries on academic campuses which may have their own 
governance and may not be within the: administrative jurisdiction 

of the central library; departmental libraries in corporate organi- 
zations, and so forth. It should be noted that an affiliated library 
must meet the specifications of LIBRARY in order to be reported here. 

4. Bookmobile : A. truck or van especially equipped to carry books and - 
other library materials and serve as a traveling branch library. 
(5) A bookmobile stop , is considered to be a unique location at 
which the library services 'are rendered by bookmobile staff or fV*om 
the collection of the bookmobile on a regular and prescheduled basis. 
Exclude stops for service tb' another library or service outlet. 

5. Mediamobile : A truck or van especially designed and operated to 
distribute print and audiov^'sual materials. A mediamobile serves 
both as a deli very^ unit and a branch or satellite library. (5)* 
A mediamobile stop is considered to be a unique location at which 
library services are rendered by the mediamobile staff or from the 
collection of the mediamobile on a regular and prescheduled basis. 
Exclude stops for service to another library or service outlet. 

6. Other service outlet : Any other location where library materials 
and services are made available to the library's clientele. This 
includes classroom collections, deposit stations, and, services 
provided to institutions such as a hospital or prison, on a regular 
basis. Excluded from this category are -satellite book drops, 

* books-by-mail services, and other service points which do not 
provide a collection of materials nor library service on a regular 
basis. 

SERVICE POINT: A specific location within a service outlet, at which a 
particular service or set of services are provided to the library's 
clientele. Typically, service points are staffed with library person- 
nel responsible for the delivery of this service or'set of services to 
the patron. Examples of service points are circulation desks, infor- 
mation desks, and reference desks. Both numbers and hours open (staffed 
and prepared to deliver service) should be considered. 



SEX- Sex is reported in the 1970 census for 100 percent ofrthe population. 
For those whose sex was not reported, ah assumption .was made^by the 
person's first name. For the 'remaining cases, sex was as$ig!^|d t(irough 
an allocation procedure. - ' , ' '1 

1. M§. , • " • . ■ ' •"- • ; ■ ' ■ . • . • . 

2. Female . , • •' 

SHELVING CAPAGITyT The capacity of a library for storing its. collection 
resources, expressed by the total number of feet of shelving available 
for housing print and nonprint materials and by the total squ|re footage 
assigned to shelving. Only the shelves in the sections used for shelving 
the collections should be counted. Such shelving does not include shelves 
for materials-in-process in technical services areas, staging or sorting 
shelves in the circulation areas, shelves serving as oookcases in oftices, 
and shelves in receiving rooms used for storing tran lent materials. 

1. Linea r feet of shelving : The total length, in feet, of the shelving 
available for the library materials is determihed by a.dding the 
length, in feet, of all of the shelves in the bookstack sections 
and in the audiovisual and other materials sections. 

2. flcc-inn;,h1P s quare feet of Shelving : The -total square footage of 
shelving is determined by adding the square feet of all floor space 
devoted to shelving, including walkways^dividing series of shelves^ 

SIMULATION MATERIAL: See Three-dimensional material under MATERIALS .FORMAT 

SINGLE-CAMPUS INSTITUTION: See ACADEMIC REPORTING-UNIT STRUCTURE.; 

SINGLE TERM: See PREDOMINANT CALENDAR SYSTEM. 

SLIDE: See Projected or magnified material under MATERIALS FORMAT. 

•SLIDE PROJECTOR' OR VIEWER: See Prn|prHnq or maqni. .inq device under 
EQUIPMENT TYPES. 

SLIDE VIEWER: See Slide projector or viewer under EQUIPMENT TYPES. 

SOUND RECORDING: See Audiodisc under MATERIALS FORMAT. 

SOURCE OF FUNDS: See CURRENT- FUND REVENUE CATEGORIES. 

SPECIAL CATALOG: A list arranged in an established order which records 
and describes a set of resources held in the library. Typicallyv 
special catalogs pertain to holdings in a special collection of the 
library. 

SPECIAL CATALOG TOPIC: See TOPIC OF BIBLIOGRAPHY OR SPECIAL CATALOG.- ' 
SPECIAL COLLECTION: See COLLECTION CATEGORIES. 
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SPECIAL EDUCATION SCHOOL FOR HANDICAPPED: See Other school under SCHOOL. 

SPECIAL; LIBRARY: A library in a business firm, association, government- 
agency, or other organized group, and which does not meet the criteria 
for an academic, public, or school library; or a library which is main- 
tained by a parent organization to serve a specialized clientele. Types 
of special library include: ^ - 

' ' 1.. Special library serving an institution yOf postsecondary education : 
A. special library generally associated with a school or schools of 
./a college or university. Such a special library is primarily 
intended to sferve the research and informational needs of faculty, 
students, or researchers of that school. Such special libraries 
include medical school or health sciences libraries, law school 
libraries, ^physical sciences libraries, and theology school libr ries 

. 2. Special library in thg private sector : A special library associated 
with a profit or private nonprofit organization. Such a special 
library is^ generally intended to serve the research and informational 
needs of employees or affiliates of the organization! These 
libraries may be further classified into: • 

• Special library in a trade or- professional organization (including 
a trade union, county bar association, technical society, and so 
forth) 

ff' Special library in a commercial or industrial organization (in- 
-" cluding research and development; marketing,' or production 
organizations) ^ ' 

• Special library in a. business or service organization (including 
banks, hospitals, or law firms) 

• Special library in a Partnership (including law partnerships and 
medical practices)" ] 

0 Other special library in the private sector 

3. Special library maintained by and serving a government agency : A 
special library controlled and funded by a government antity, such 
as a Federal, state, or local agency. Typically such a library is , 
intended to provide for the research and informational! needs of the 
employees of the\particular government agency. Hpwever, some li- 
braries may ^erve\6ther functions, such as meeting the needs of the 
library coiraunity in general, the informational needs of the citizens 
of the particular jurisdiction, or the information needs of a spe- 
cialized group beyond the employees of the agency (e.g., national 
libraries). Further refinement of '.this category may be: 

• National library : Specifically, this category includes the Library 
of Congress, the National Agricultural Library, and the National 
Library of Medfcine. 
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SPECIAL LIBRARY (continued); 
3. Special library maintained- by and serving a government agency (continued) 

- . • ' * 

• S pecial library maintained by and serving a Federal agency (other 
than a national library) : A special library funded and operated 

' by a branch of the United States government. 

« Specia l library maintained by and serving a state gov ernment agency: 
. A special library funded and. operated by a branch of state government. 

« Speci al library maintained by and serving a local government agency: 
A spectal library funded and operated by a city, township, municipal, 
county, district, or other similar unit of government. , 

• Other special library maintained by and serving a gove rnment agency: 
A special library serving a government agency in a jurisdiction 
other than those identified above. 

Independe nt special library : A special library which is not a part 
of a larger organization or agency and which may provide specialized 
information services to thepublic, a segment of the public, or to 
other libraries. -c;,^^/ 

5. Other special library : A special library not identified nor defined 
above. 

SPEf lAL LIBRARY R£PORTING-UNIT STRUCTURE: The type of structure which com- 
pn'ses the institution or agency of which the special library is a part. 
Such reporting-unit structures vary significantly among special libraries 
and should be outlined irvcontext of the individual special library or . 
group of libraries. Largely the reporting-unit structure should reflect- 
the degree t)f -autonomy with which the library. conduc|5 its operations. 
The following, two reporting-unit structures are presented for special 
libraries serving institutions of postsecondary education and for special 
libraries in the private sector. Other categories of reporting-unit 
structure may be equally as useful to the needs of the special library. 

For special libraries serving institutions of postsecondary education, 
the following reporting-unit structures ar2 possible: 

1 A library a dministered bV the c ^n;^ ibrary of the parent insti- 
tution: A library which is under the control of the director of the 
Umversity libraries, or other designated administrator of the gen- 
eral library of the campus. 

2 A libr ary- administered by the school, college r or department of - 
wh^rh th e reporting library is a part : A library for which fiscal ^ 
and management control is a function of the school, college, or 
department directly served by the library. 

3 other r eporting-unit structure : A special library serving an insti- 
tutTorTof postsecondary education which is administered by other 
than the above defined persons or units.^ 
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SPECIAL LIBRARY REPORTING-UNIT STRUCTURE (cohtinued)- 

For special libraries in the private sector, the following reporting- 
* unit structures are possible: • 

1. Single site organization : An organization which conducts its- pro-' 
grams, services, and' business at a single location. 

Z. . Main (home) offices : A library serving the central offices of an 
organization which consists of these offices and .one or more branch 
^ facilities. T|ie main offices are usually the locatixDn of the core, 
primary, or administrative offices for the organization. 

3. Branch office : A library serving a'division or branch facility of 
an organization consisting of main (home) offices and one or more 
branch facilities. A branch office is considered to be at a dis- 
tance from the main (home) offices and for which tf'Velatively stable 
administration is in place. . " 

4. Division of the main (home) offices : A division of a corporate body 
which is located in the same facilities as the parent organization 
(i.e., main offices) but which is separately served by a library 

of the division. ^ 

5. Joint library : A library that serves two or rrore independent orga- 
nizations. 

6. Other reporting-uni t structure 

SPECIAL LIBRARY TARGET GROUP: The population which the library is intended 
to serve. Jypicailly, target groups of special libraries are best cate- 
gorized by employment or affiliation. Special libraries serving insti- 
tutions of postsecondary education may best describe the target group 
in similar terms of those employed in academic libraries. Special 
libraries in the private sector may employ the following descriptors 
or some variation thereof. 

1. Security clearance status :' A descriptor of the degree to which 
members of the target group may access security classified docu- 
ments held by the libra'?'y (if applicable). 

" 2. Employee counts : Employees of the parent organization should be 
considered on the basis of their involvement in research or other 
activities which require varying levels of library support, "and 
upon the discipline in which such activities are being conducted. 

3. Other target group descriptors • 

Special libraries maintained by. and serving gc. ..ernment agencies may. 
consider the following descriptors or some vc. nation thereof: 

1. Government officials : Elected or appointed officials, legislators, 
and judges affiliated with the agency, and for which library ser- 
vices are provided. 
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SPECIAL LIBRARY TARGET GROUP (continued) 

2. Empl oyee counts ; Employees of the agency should be considered on 
tK^ basis of their involvement in research or other activities 
wMch require varying levels of library su|Dport, and upon the 
discipline in which such activities are conducted. 

3. Contractors : Individuals conducting research or other activit" > 
under contract to the parent organization and who, by virtue or ^ 
this contract, may access the services of the library. 

4. Other target group descriptors 

'Independent special" libraries and other special 'libraries should define 
their target groups according to those descriptors which best serve to 
determine the types of services, facilities, or resources necessary, 
and the resource and service utilization of these groups. 

SPECIAL LIBRARY USER GROUP: Those persons, either within the libraryjs 
target group, or other, who actually utilize the resources or services 
of the library. Types of special library user groups correspond to • 
target group descriptors and may also include additional ..descriptors 
for nontarget group users. 

SPECIAL USE FACILITY: See ROOM USE CATEGORIES. 

SPECIALIST/LIBRARY PROFESSIONAL: See PERSONNEL RESOURCE CATEGORIES. . 
STACK: See Study facility -nder ROOM USE CATEGORIES. 

STACK MAINTENANCE SERVICES: See Collection maintenance services u. 1er 
PROGRAMMATIC. ACTIVITIES. . 

STANDARD LIBRARY IDENTIFICATION NUMBER: See Ths American National Stan- 
dards Institute Standard Library Identification N umber (SLIN) under 
LIBRARY IDENTIFIERS. 

STANDARD -METROPOLITAN STATISTICAL AREA: See Addre ss under LIBRARY 
IDENTIFIERS. - . - ' ' , • 

STANDING ORDER: A general direction to a vendor or publisher to supply 
future issues of a continuation as issued until otherwise notified. 

(1)*-: 

STATE LIBRARY: A librarW maintained by state funds, which preserves the 
state records and pr^ides books for use of state -officials , books • 
relating to the history of the state, boo'-.s published^authors living 
in the state, and newspapers published i.- the state. In many states, 
the state' library may provide a collection to meet any resident s needs 
for books or information. 
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STATE L.IBRARV' AGENCY: The state organization existing to extend and improve 
' Itbfary services in the state. Its functions may include the planning 
of statewide publi.c library service, promotion of the development of 
these libraries, supervising library provision with a view to improving 
services by formulating and enforcing minimum. standards; providing a 
consulting and^advisory service to librarians, boards of trustees,, and . 
citizens' groups within- the state; administering a state system of 
grants-ifi-aid as well as Federal grants-in-aid to libraries; providing 
supplementary services such as interlibrary loan and traveling libraries; 
and providng a centralized information and bibliographic service; cen- - 
tralized cataloging; providing library .services to school, clubs, and • : 
individuals where no ^^ublic library services exjst. (12)* 

STEREOGRAPH: See Projected or magnified material under MATERIALS FORMAT. 

STRIP-FILM: See Filmstrip orffilmstrip set under MATERIALS FORMAT. 

STUDENT ASSISTANT; An employee of an academic library who is simultane- 
ously enrolled on a regular basis in the academic, institution of which 

. the reporting library is a^part. Typically (although not alway§) these 
employees perform non-technical duties within the library and would be ^ 
categorized as office/clerical personnel. Note: Service months of/these 

. employees should be included under the appiropri ate employee classifica- 
tion (e.g., office/clerical, etc.),.' 

STUDENT COUNTS: See ACADEMIC STUDENT COUNTS and/or SCHOOL STUDENT COUf|TS. 



whidi a]J . materiaV dealing with the. same theme is entered in a catalog 
or a •.iDliographyj, or is arranged in a file. (1) 

SUBJECT MATTER: See DISCfPLINE/SUBJECT MAHER.^ ., 

SUBJECT SPECIALIST: See - Specialist/library professional under PERSONNEL 
RESOURCE CATEGORIES. \ . 

SUBSCRIPTION: The arrangement by which an organization, publisher, cr an 
agent provides the library with copies of a periodical , newspaper , or 
other serial as issued. (5)* Include only those subscriptions cur- . 



titles (excluding duplicates) and the number of subscriptions (including 
duplicates) should be counted. ' 

SUPERINT£NDENT OF ^DOCUMENTS (SuDoc) CLASSIFICATION: See CLASSIFICATION 
SYSTEM. - ■ . 

SUPPORT SERVICES: See Logistical and physical plant operations under 
PROGRAMMATIC ACTIVITIES: 




rently received by the library. 




purposes,' the number of 



SUPPORT FACILITY: See ROOM USE CATEGORIES. 



TARGET GROUP: ThoseVpersons whom the library by its mission is intended-, 
to serve. See also ACADEMIC LIBRARY TARGET GROUP, PUBLIC LIBRARY 
TARGET GROUP, SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP',, and/or SPECIAL 
LIBRARY TARGET GROUP. 

TARGET GROUP IDENTIFIERS/tRAlfs: Individual attri-butes of members of the 
target group. See als'o ACADEMIC LIBRARY ^TARGET GROUP. PUBLIC LIBRAE 
TARGET GROUP', SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP, and/or SPECIAL 
LIBRARY TARGET GROUP. Specific identifiers and traits include: 

• 1: Individual identification : The narrte* address , and other identifi- 
cation of the member ,pf the target group. .. c 

2. Age • " • 

3-. Sex . ' • / . ■• , ■ 

4. Race/ethnic -tdenafi cation " ' - " 

5. Handicap category - " - 

6: Language proficiency ^ ■ 

7. Disadvantage status 

8. " Discipline/sub.iect matter of maj or interests - 

9. " Educational attainment/level — 
. ;iO. Employment category ^ 

1 1 : Family income " ■ . 

These descriptors should be "selected in light af tTie implications for 
services or service utilization. .Thus, -for example, age of the indi- 
vidual ^'s of only limited significance for academic libraries, while 
among public" libraries ,^ age ranges of the target population .influence 
-both services and service use.- ^ . 

TEACHER: See Classroom teacher under SCHOOL LIBRARY/MEDIA CENTER TARGET 
.GROUP. 

TECHNICAL EMPLOYEE: See PERSONNEL RESOURCE CATEGORIES, 
TECHNICAL HIGH SCHOOL? See Vocational technical high school under SCHOOL. 
TECHNICAL SERVICES: See PROGRAMMATIC ACTIVITIES. ^ x.^^^^^ 

TELEVISION RECEIVER: <^pp Flsctronic display device under EQUIPMENT TY.PES. 
'TELEWRITER: See Electronic display de - ice under EQUIPMENT TYPES. 



, TERfllNAL: See Computer terminal under EQUIPMENT tVPES. 
THREE-DIMENSIONAL MATERIAL: See MATERIALS FORMAT. ^ /. 
TITLE: See COLLECTION COUNTS. 

r ■ • • ' •* ■ ' • 

TITLES ADDED: The number of new titles. acquired by the library. 



TITLES REMOVED: The rramber of title's (last copies) removed from the 
collection. - ' / , 

TOPIC OF BIBLIOGRAPHY^ OR SPECIAL CATALOG: The central ^her . or subji 
■ ^ td^ which entries in the bibliography or special catalog apply. > 



TRADE tiST: See Publisher's and book trade list under REFERENCE, COLLECTION 



materials sent by a library for the use of a group or community during . 
a limited period. Include here materials lent for" classroom collections 
and extension classes.' (5)* 

TRIMESTER: See PREDOMINANT CALENDAR SYSTEM. 

TUITION AND FEES: See CURRENT-FUND- REVENUE CATEGORIES. 

TYPICAL MONTH: A typical month is a month in which the central 'library 

and, other service outlets are. generally open during' regular hours fcr. 
' the library\s clientele, and in which the library's clientele^utilizc^s 
the library on a normal basis., v . 

TYPICAL WEEK: A typical week is a week in which the central T and 
other service outlets are open during regular hours for general users 
and which does not conta+h.any holiday. (18)* . . 
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UNBOUND PERIODICAL: See Periodical under MATERIALS FORMAT. 
UNCLASSIFIED FACILITY: See ROOM USE CATEGORIES. ^ 
UNDERGRADUATE STUDENT: See ACADEMIC STUDENT LEVELS. 
UNRESTRICTED REVENUES: See REVENUE RESTRICTION CATEGORIES. 
UPPER DIVISION: See ACADEMIC COURSE LEVELS. 
USER DIVISION: See PUBLIC LIBRARY USER DIVISIONS. 

USER tap : The members of the library target group and nontarget group 
meinfiers who ac tually use the resources or services of the library. 
User groups are described in the same manner as tne appropriate target 
groups, i.e.,' Academic Library Target Group, Public Library Target 
Group, Special Library Target Gt:oup. .1 

USER INFORMATION AREA: See S tudy facility under ROOM USE CATEGORIES, j 
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VERTICAL FILE MATERIAL: See Ot her P 7 -iiit matarial under MATERIAL F0';M4T. 
VERTICAL FILES: See Reference ccnecti on under COLLECTION CATEGORIES. 

VIDEODISC: See Electronic display m aterial under MATERIALS FGRT-^At, 

\ 

VIDEOPLAYER: See Electronic display device under EQUIPMENT TYPES. 

VIDEOTAPE: Se'^ Electronic display material under M;\TERIALS FORMAT. 

VIDEOTAPE RECORDER: See Electronic display device under EQUIPMENT 

VOCATIONAL TECHNICAL HIGH SCHOOL: See Se condary sch'ool under SCHOOl. 

; VOLUME: For reporting purposes, , a volume ^'■ ' nhysical unit of any printed, 
typewritten, handwritten.^ mimeographed, ' recessed work, contained 
in one binding or portfolio, hardbound v^rbound, which has been 

cataloged, classified, and made ready fV. . •. (5, 18, 19, 20) See / 
also Physical. unit under COLLECTION COUNTS. 

VOLUME EQUIVALENCY: -The equivalent number of volumes that microform 
. materials would be, if they had faesn obtained in print. Volume equiva- 
lency may also refer to other nonprint materials— e.g. , audiorecordings> 
etc.— where one physical .unit is the equivalent of one volume. 

VOLUNTEER: See Contri buted ( vol uivteer ) servi ces under EXPENDITURE CATE- 
GORIES AND TRANSFERS. " " . 
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WAGES: See Compensation under EXPENDITURE CATEGORIES ANC TRANSFERS. 
WET CARREL: See SEATING CAPACITY. 

WORK ENVIRONMENT/STAFF MORALE: See Perfonnance measures under PROGR 
MEASURES. 
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These individuals are listed below according to association represented 
and by title and location at the time of the project. 
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AMERICAN ASbuOiATION OF SCHOOL LIBRARIES 

' Representative: . Frances Dean 

Director 

Division of Instructional Materials 
Department of Instructional Resources 
Mositgbmery County Public Schools , 
Rockville,»MD 

AMERICAN LIBRARY ASSOCIATION LIBRARY ADMINISTRATION DIVISION 

Statistics for College and University Libraries Committ ee 

Representati vt - Vi rgi ni a Cesari o 

Director 
Library 

City College of the City 
University of New York 
' • Nev; York, NY 

Statistics for Public Libraries Committee 

Representative: Jan Keene 

. ^ Assistant Dir actor , 

Tulsa City-Co jnty Jbrary System 
. Tulsa, OK 

Statistics for School Library Medja Centers Committee 

Representctivs; Elinor McHoskey 

. Coordinator 
•• Albuquerque Public School? 

Albuquerque. NM 

Statistics n r :,4^e . Agencies Committee 

Representative: Janice Feye-Stukas 

Consultant 

Office of Public Libraries 
State of Minnesota 
St. Paul, m . 

AMERICAN NATIONAL STANDARDS INSTITUTE Z39/SC7 COMMITTEE 

Representative: Katherine Emerson 

Archivist 

University of Massachusetts 
Amherst, MA 

ASSOCIATION OF COLLEGE AND RESEARCH LIBRARIES 

Representative: . Eldred Smith 

Director 

University Library 

Uni err-'ty of Minnesota 

Minneapolis, MN 



CHIEF OFFICERS OF STATE LIBRARY AGENCIES 
Representative: 



Joseph Shubert 
State Librarian 
New York State Library 
Albany, NY 



FEDERAL LIBRARY COMMITTEE OF THE LIBRARY OF CONGRESS 
Representative: . 



PUBLIC LIBRARY ASSOCIATION 
Representative: • 

SPECIAL LIBRARY ASSOCIATION 
Representati ves : 



James Riley 
Executive Secretary 
Federal Library Committee of the 

Library of Congress 
Washington, DC 



Ronald Dubberly 
Director 

Seattle Public Library 
Seattle, WA 



Shirley Echeliuan 
Chief Librarian 

Chemical Bank Research Library 
New York, NY 

Scott Kennedy 
Director 

Physical Science Library 
Univer^^ity of California at Davis 
Davis, CA 



In ada tion to the above official membership of tiis group, the 
following i lividucils parti cipa|jed in meetings of the Project Review 
Group and provided major co ^ibutions to the success of this projt;Ct: 



Susan Crawford 
Di rector 

Division of L jrary and 

Archival Services 
American Medical Ass ciation 
Chicago, IL 

Mary Jo Lynch 
Di rector 

Office of Research 

American Library Association 

Chicago, iL 



Sandra K. Paul 
Member, Executive Comiriittee 
Book Industry Study Group, Inc. 
Dari an.. CT 
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The Federal Representatives Pa 1 
Representatives of Federal agencies involved in the library community 
were invited and accepted to s6rve on the Federal Representatives Panel. 
These individuals pr<)vided basic contributions both to. the Handbook and 
to the implementation strategies forwarded to the National Center for 
Education Statistics, fhis panel also was instrumental in the identifi- 
cation of Federalrlevel information needs as discussed in this Handbook . 
Two meetings of this group, -.^v-h of two-days duration, were held in 
Washington. DC. duHng the development of this Handbook. These individuals 
are listed below by agency affiliation and according to title and location 
at the t-*me of the project. 



ARMY LIBRARY 

^ Representative: - Mary L. Shaffer 

Director 
Army Library 
Washington, DC 

DEPARTMENT OF COMMERCE 

Reoresentative: ■ - William F. Lofquist . ^ 4. 

KepresenwL Commodity and Industry Specialist 

Industry and Trade Administration 
Department of Commerce 
Washington, DC 

Alternate Representative:' Stanley Bougas 

Director of the Library 
Department of Commerce 
. ' ■ Washington, dC 

FEDERAL LIBRARY COMMITTEE OF THE LIBRARY OF CONGRESS 

Representative: James Riley 

/ Executive Secretary 

Federal Library Committee of the 

Library of Congress 
Washing con, DC 



LIBRARY OF CONGRESS 



"Representative: Carol Nemeyer , 

Assistant Librarian of Congress 

for Public Education 
Library of Congress 
Washington, DC 

Alternate Representative: James^ Riley 

Executive Secretary 
Federal Library Committee of the • 
_ Ubrary of Congress 
^ IWashingtoiTr DC 

•NATIONAL AGRICULTURAL LIBRARY 

Representative:' ' ' Gerald Sophar 

Executive OlFficer 
National Agricultural Library 
; Beltsville, MD 

NATIONAL CENTER FOR EDUCATION STATISTICS 

Representatives: ^Nicholas Osso 

Project Officer 
' J • Library Surveys 

National Center for Education Statistics 
Washington, DC ' 

Frank Schick 
Chief 

Learning Resources Branch 

National Center for Education Statistics 

Washington, DC 

NATIONAL COMMISSION ON LIBR/iRIES AND INFORMATION SCIENCES 

Representative: . , Alphonse Trezza 

Executive Director 

V tional Commission on Li:oraries a:. J , 
; xisformatioh' Sciences 
Washington, DC 

NATIONAL LIBRARY Of MEDICINE ^ ^ ' • 

Representative: James Barvy 

Deputy Associate Director for 

Library' Operations . ' 
National Library of Medicine 
Bethesda, MD 

Alternate Representative: iiaxine^ flanke 

' Cr>- ctions Control Officer 
i. aal Library of Medicine 

B :i;asda, MD ' 
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OFFICE OF LIBRARIES AND LEARNING RESOURCES 

■ Representative: ^ Ray M. Fry • , . . 

Deputy Associate Comnnssioner 
" Office of Libraries* and Learning Resources 

U.S. Office of Education 
Washington, DC. ,. 

Alternate ^Representative: Denny Stephens 

- Administrative Librarian 

State and Public Library Services Branch 
Office of Libraries and Learning Resources 
U.S. Office of Education 
Washington, DC - ' , 

'In addition to the above official nembership of this panel, the . 
following individuals participated in meetings of the Federal Representa- 
tives Panel and provided major contributions to the success of the project 

Paul B. Lagueux ^ Ruth Smiih 
Information Systems Specialist Chairman-Elect . 

Council on Libr ry Resources^ '"ibrary'^Management Division 

Washinaton DC Special Libraries Association 

Washington, ul ^ Institute for Defense Analysis 

Vernon.: E. Palmour Arlington, VA 

Senior Vice President - . 

King Research, Inc. 
Rockvilla, MD " 



s 
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Special Librarians Task Force . 
Representatives from statistical interests in the special library 
* community were invited and agreed to serve on the Special Librarians 
Task Force- These individuals -^idenlified data elements and terminology 
appropriate to the special library community and contributed significantly 
to the special library component of the Handbook . The Special Librarians 
Task Force met for one two-day ^TiPeting in Boul<^er, Colorado, during the 
course of the Handbook development. These persofis are listed according 
to. affiliation, location, and title at the time of the project. 

AMERICAN ASSOCIATION OF LAW LIBRARIES 

Representative: Alfred Lewis 

AALL Statistics Coordinator 
•-Law Library ^ 
University of California. at Davis 
Davis, CA \ ; 

MEDICAL LIBRARY ASSOCIATION SURVEYS AND STATISTICS COMMITTEE ' . • ' - 

Representative: ^ Peter Stangl ' 

Chairman 

Surveys and Stat ""ics Committee 
Lane Medical Library 
Stanford University Medical Center 
• Stanford, CA 

NATIONAL LIBRARY OF MEDICINE 

Representative: Maxine Hanke > 

Cdrrecti ons Control Of f i cer 
National Library of Medicine 
Bet;iesda,TO 20014* *• . ' 

SPECIAL LIBRARIES ASSOCIATION . . • 

-v. Representativei: Zee Cosgrove ^ ^ 

' Library Specialist 

Office of Instuti tonal Studies 
University of Southern California., 
Los Angeles, CA 
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SPECIAL LIBRARIES ASSOCIATION (continu d) 

Representatives: Mary Frances 'Hoban 

Manager of Professional De\ielopment 
■0 . Special Libraries Association 

• • New York, r^Y 

^ , Ruth Smith 

" Chairman-Elect 

, Library Management Division 

Special Libraries Association ^ 
Institute for Defense Analysis 
Arlin'gton, VA 



; 

I 



•1 
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- Initial Project Advisory-Group 
, In addition to the advisors specifically invited to serve on the 
above groups, the following individuals were members of the Project 
Advisory 'Croup for the Library St^>,tistical Data Base Project " (funded by 
the Office of Libraries and Learning Resources, Office of Education, and 
The Western Council of State Libraries) upon which the Handbook is_funda- 

' mentally based. This aroup met for three two -day meetings during the 
course of the data base development in Washington, DC, Denver, Colorado, 
and Bouldery Colorado. These persons are listed ccco^^ding to title dnd 

^location at the time of the project.' 



Robert Burns 

Librarian for Research and 

Development 
.Colorado State University 
Fort Collins, CO 

Anne Marie Falsone ^ 
Deputy State Librarian- 
"Colorado State Library 
Denver, CO^. 

Harold 01 sen; 
Associate Librarian 
Oberlin College 
Oberlin, OH '/ 



Di-r ■ 
Bil 



•^mpson / 

iphical Center for 

chv^ 
CO ' 



^ Barbaif'*a" 51 anker 
Divr^^ctor y 
fjce fqr ; Research 
y v:nerican Library* Association 

Chicago, IL- 

Duane/WebSjter 
/ Director j 

Association of Researcfi Libraries 
Washington, DC 

Other members of [this group, who are currently serving as advisors 
^ana iisted on, above groups include Ronald Dubberly, Katherine Emerson, 
Vernon Palmour, and Frank Schick. 

In addition to 'the above formal membership of this group, the follow- 
ing individuals participated in meetings of the ^nitiaf Project Advisory 



Group. 

Scott Brunt J en 
Associate Professor and 

Head of Public Services 
Shippensburg .State College 
Shipnensburg, PA 



Francis Corrigan 
Executive Director, of tn^' 

Education Data Acquisition Council 
National Center for Education 

StatisticSx 
Washington, DC " - ^ 



^ Henry Drennen 

Senior Program Officer 

Library Research and 

' Demonstration Branch 
'Wfice of Libraries and 
Learning Resources ' 

Washthgton, DC 

Willis 'II Hubbard 
Director 

Hugh Stephens Library 
Stephens College , 
Columbia, MO 

^iJTcholas Osso 

Project Officer ^ 
• Library Surveys 

National Center for Education 
Statistics 

Washington, DC , ; 



Karl Pearson 

Assistant Director 

California Library Authority for 

Systems and Services 
San Jose, CA ^. / ' ^ 

Ivan Seibert 
Chief 

Federal /State Coordination Branch 
Division of Statistical Services 
National Center for Education 
Statistics . ^; ^ : J 
Washington> DC 6 * 

Rolf Wulfsberg 

Acting Director 

Division of Postsecondary and 

Vocational Education Statistics 
National Center for Education X. 

Statistics 
Washington, DC . 



\ 



Consult ants and, Consultants Panel 
During the course of the Handbook project, the following individual 
served. as a consultant- and a visiting scholar to the. Library Handbook^ 
Project, and contributed significantly to^ the'' overall outcomes of the 
project: ' • ^ . 

Scott Brunt jen. ■■ ^^ 

Associate Professor and 

Head of Public Services . ^ 

Shippensburg State College • • 
Sbippensburg, PA • ^ . 

The following individuals participated- in a two-day meeting examining 
performance measures and evaluatio/i, held in Denver, Colorado, during the 
development of the Library Statistical Data Base. This group provided 
basic input- to many- of the 'components employed in this Handbook . Indi- 
vidualy^Cre listed according. tOr location and title at the time of the 
meeting. 

• - / . 
Ellen 0. Altman ' . " Paul Kantor 

Professor ' ' President 

Graduate Library School • v TANTALUS, Inc. 

Indiana University Cleveland, OH 

Bloomington, IN - 

Donald W." King 
Michael K. Buckland . ' President 

Oean '^''"9 Research, Inc. 

University of California - ' ' ' Rockville, MD 
School of Librarianship 

Berkeley, CA • - " Harriet Rebuldela 

Head 

Richard DeGennaro - Acquisitions Department 

Director of Libraries University of Colorado Library 

University of Pennsylvania Boulder,, CO 

Philadelphia, PA " ^ - - . - 

^ ... 
' Other participants in this meeting included Harold Olsen and Robert 

Burns. 



■ . ' ' State-Level Review 

■ ' The Colorado State Library Agency and the Colorado Public Library . 
Guidelines ;Consnittee, along with other public, librarians in the state of 
Colorado, participated in a revi.-Jw of the state-level information needs 
as pmplnyed in thts Handbook . These individuals contributed significantly 
to the concepts of state reporting requirements and the pu^blic^-library 
component as'outlined in this Handbook . These individuals are listed 
according. to title and location at the time 'Of the projec^:. 



Linda Amagala 
Assistant^Librarian 
Montrose Region^il Library, 
Montrose, .CO ' 

Ronald L. Bausch 
Director 

Garfield County Public Library 
New Castle, CO 

Esther Bfeamer ^ 
Trustee ' ' ^ 
Pitkin County Library 
Aspen, CO t 

Elizabeth A. Bowers 
Director 

Weld County Library • 
Greeley, .CO 

Evel/yn Brewster 
Consultant, 
Public Libraries 
Colorado State Library 
Denver, CO 

Andrith Davis 
Dit'ector 

Robky Ford Public Library^ 
Rocky Ford^ CO 

Kenneth E- Ddwlin 
Dii rector 

I^'ikes Peak Regional Library 
I District " 
Colorado Springs, CO 



Roger DeVries 
Trustee 

Douglas' County Public Library 
Parker, CO 

Doris Ellis 
Truste? 

Delta County Public Library 
Hotchkiss, CO 

*^Anne Marie Falsone 
Deputy State Librarian 
Colorado State Library 
uenver,' CO • 

Donald Gaylord 
Trustee 

Pueblo Regional Library District 
Pueblo, CO 

Marcel ee Gralapp 
Director 

Boulder Public Library 
Boulder, CO 

Barbara Hanzas ; | 
Director 

Woodruff Memorial Library 
La^ Junta, . CO 

Florence Kirwin 
Director 

Pitkin County Library 

Aspen, CO ^ 
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William A. Knott ^ 
- Director - 
Jeffersorf County Public Library 
Golden, ^ ^ ^ i 

Harriet Lute\ 
Di rectbf ^ ' 
Englewoo'd Public Library 
Englewood, CP • * 

Nick Law' ' ^ 

Networking Consultant 
• Colorado State Library 
' Denver, CO 

John Ricke^it ' 

Management Analyst 

Division of Management Services 

Department of Administration 

State of Colorado 

Denver, CO / ' ' 

fJobert W. Roehc - . ' _ ' . 

Director • * ' ' 

Puebli) Regional Library District 
Pueblo, CO . ' . 



Henry G. Shearouse, Jr. 
City Librarian -aiid Director/ 
Public Services ^. 
Dcjnver Public Library >^ 
Denver, CD . • 

Marcene Straub 

Trustee ^ ^ , 

*Limon Memorial Library- 
llmon,' CO . - 

Marjorie .tharp 
Librarian \ - 

Alamosa Southern Peajcs Public Library 
Alamosa, CO 

George Van Camp 
Director • . " 
Mesa County Public Library" 
Grand Junction, CO ' * 

Evelyn W. Vratil 
Librarian - - . ^ 

Llmon Memorial Library 
Limon, CO 



.Reference Cojnponent Evaluation . . 

The following individuals responded to an evalualHon of the reference 
terminology and concepti employed in the Handbook . Individuals welre 
nvambers of the American Library Association Statistics for Reference 
Committee at the. time pf the evaluation. Thepe individuals are listed 
according to title and location at the time of the evaluation. ... _ 



Nancy W. Bush 
Head 

Department of Educational Media 
Auburn University 
Auburn, AL 

Louise P. Kreger ' 
Head of Adult Services 
Westport Public Libf-ary 
Westport, CI ^ • 

John Mielke ' 

Coordinator, of Reference Services _ 
State University of New York 
at Albany (Library) 
" Albany, NY 

' Bruce Miller 
Administrative Assistant 
Northwestern University Libraries 
Evanston, IL ,- 



Candace D: Morgan 
Assistant Administrator for 

Public Services. 
Oregon State Library 
Salem, OR ' 

Eugene T. Neely . 
Coordinator of; Public Services 
University Library 
University 'Of Missouri 
Kansas City, MO 



Anthony G. Yankus 
Head . ^ 
Reference Department and 
' Special Collections 
Stark County Di^trtct Library 
Canton, OH 



Atademic Library Pilot Test . y 
. The following individual's eonducted a pilot test of the aea^emic 
component of the Library, Statistical Data Base, which has been incor- 
porated, into the Handbgok , -In addition to the individuals named, Scott 
Bruntjen acted as project director for the pilot test; Individuals are 
listed according to location and: title at the time of the test 

Robert S. Bravard / ^ 
.Libr§ry Director / . ' 
Lock Haven State College 
Lock Haven, PA * 

M. - Martha Donahue \ ■ ^ ' . 

Head of Pub^yc Services • ^ 

Mansfield State College 

Mansfield, PA . ' % , . 

Russell J. Emela' ^ , i 

Library Director - 
East Strgudsburg State College- , 
East Stroudsburg, PA I 

William E./Lafranchi , ' " ^ 

Library Diireptor , . ' • 

Indiana University of Pennsylvania 
Indiana, PA ' 



Critiquers and Evaluators^ ^ ' 
i' ■ In "addition to members of specific groups .associated with th^ 
Handbook' deve]opm.ent, and listed above/^'the following indivi^luals pro- 
vided significant contributions to the outcQrtiesVof fhis project. These 
•person's evaluated drafts,.of the Handbook or the Conwentary. to the Ub_rary_ 
Statistfcal Data Base. Individuals "are listed accordi°.ng to title and 



location at the time of the project, 

^ .' ■ '. I 

Ann AliaV " • 
Chairman 

Committee on the Standardization 
of Statistical Gathering and 
Reporting ' ^ 

University of AJc-rdn 

Akron, OH 

Doris Anne Bradley ' 
Serials Catalog Librarian 
University of North Carolina ' 
Charlotte, NC 

Doris Browne- 
Associate Director 
Technical Services 
DePaul University • 
Chicago; IL 

Yvonne Carter 

Education Program Specialist 
School Media Resources Branch 
Office of Libraries and Learning- 

Resources 
Washington, DC ^ 

Patricia Coulter 
Education Research Specialist 
Division of Information Resources 
Nat'ional Institute of Education 
Washington, ,DC 

John P. Dessauer 
Managing Agent 

Book Industry Study Group, ^nc. 
Darien, CT 



/Miriam Drake 
Assistant Director- 
Administrative Services,'-' 
Purdue^ University 
\West Lafayette, IN 

John Edens . - 

Assistant Director of Libraries, 
University of Georgia Libraries 
Athens, aA 

Gertrude Foreman > 
Reference- Librarian 
^ Bic Medtcal Library 
University of '-Minnesota 
Minneapolis, MN 

F. W. Lancaster 
Professor of Library Science 
(Jniversity of Illinoi's 
Urbaha, IL ' - 

James W. Liesenej" 

Professor ^ ^ - 

College of Library and Informatioi 

Science * 
University of Maryland" 
College Park, MD 

Nancy Lorenzi* .^ 
. Director 
'.^ Medical Center Libraries 
/ ; University of Cincjnnati Medical 
Center 
Cincinnati , OH 

Bernice McKibben 
' Assistant Professor 
University of Oklahoma^ 
Library School 
Norman, OK / 
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' Joan Mai er , 
D'lr^Sor'of the Library • 
Oceanic and Atmospheric 

Administration 
Boulder j CO 

El eanor - Montague - 0 ', 
University Librarian ' 
University of California 
■Riverside, CA 

id Myeris - ,v 

'Assistant Vice Pre<;i dent 'for 

Student Life and Development 
St. Cloud State University 
St. Cloud, MN 

Lawrence Papiec 
/Library Research^-and Demon- 
strati on 'Branch . ' 
HEW/OE -'^ ' 
Washington, DC - ' 

A*/ an Reese 
Professor 

School of Library Science 

Case Western Reserve -^University 

Cleveland, OH ' /. 

Galen Rike 

department of Library Science 
Ball State University ,\ » ^ 
Muncie, IN 



Doug Schmidt . ' ' 

Librarian ^, - 

Minnesota Department of Health 
Minneapolis, MN ' . 

'7 

JoAn Segal , . 
Resource Sharing Program Manager 
Bibliographic Center for Research 
Denver, CO ^ 

' ' ' ' » 

Beatrice Siinmons . * . ^ [ 

.Senior Library Prdgram Officef^ 
Office'of Libraries-, and Learning 

Resources ' * \, 

WashingljQn, DC ^ 



\ ■ 

r 



^Cecily Surace. 
Library Director 
Rand. Corporation 
Santa Monicay CA 



Louise Sutherland 
Office of Libraries- and- Learning 
Resources ' " . 

Washington, DC • 

Erich Welch ^ 

Rockford ^chpol of Medicine • 
Library of Health Sciences 
Rockford, IL 

Yvonne Wulff 
fipad 

Medical Venter Library 
University of Michicjan 
Ann Arbor, MI 
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Abbreviated, catalogtjig-^SS. ^^^^^ cataloging 
Abstracts,'25(7 ' 

Acidenric . • - ^-^ ^ ' 

calendar, see Predorainent calendar ^system 

course, level, 60, is? • 
disadvantage, 6(J,' 255- . ./ , 
di sclpl 1 ne/subject matter— see j)i sci pi i ne/ 

subject'matter, / . 
facuUy— see Research/instruction pferspnnel 
learnixig resource centers-see Learning 

r;esource center / . 
minJjnuni admissiunr/ rGquireiTient--2ee Mlnrmura 

adiniss^n requirement 
repoHing-unit, structure, 52, -255- , . 
S'tuderit age.r.anges— see Age ranges . 
student^^ounts. ^1. T2T, 160 , 
' student cred-it- hours, 60, 160 . " 

student level, 61, 121 , 160 
^--student major program, 61, 121,' 160 

,year.v-2gi— see also Predominant calendar . 

system • '.^ . ^ ^ 

Adademic library ' V 

' definition, 257 ^ ' , / . 

"target group, 60, 255 . C 

user group, 121, 25P 

Academic special* library— see Speciail library 
serving arv institution of postsecjndary , 
education , 



Actess(lbility; ' 
' Co'.lectipn, 75, 177 " . ' , 
Oia-l, ll3r. 2fl5 

Facility--sje FaciWties availability 
. Handicap, «6, 2 
Servl ce— see -Service ayai lability 

payable and accrued liabilities, 77, 198 
'receivable, 77^ 198 , - 

/fccrued liabijities, accounts payable and, 

77, 198 \ : ^ 

Accuracy ^127, S2S , ^ ^ ' - 

* * ■ Q 

Acquisition(s) - ^ ^ 

counts. Materials, 115, 22ff 

'■ services;' Material s,v':l 15, 24t? ' . 

Activities, Prograiiinat1Cf*'95,* 225 




Activity ^ 

measures. Hit 2^ 
^ate. Ill ffn224 

Added copy, 117-, 162^' ■ 

Added volume,\l7,'2ff2 ^ 

Administrative - ^ . 

managerial , professional , -Executive/, - 

. „ 83, 104, 22f- . • ^ * ^ 

services and administrative support 
services, 96, 241 , <^ 

' Admissions fa^uirement. Minimum, 62? 224 

Adult^serviceV(Public library division), 

247 * ■'•■{' 

Affilia^ed'^- . ' ^ 

library, 54, zSl^. . . • ^ , 
wi'tfi a religious group, Privatv^ (legal 
controV), 51,, 223 ^ 



Age 



range'i, 59, 121 , 2ff2 ' ; 
span. School compulsory attendance, 04 

' 255 \ ; ; /. 

span ' 
257 



\ School permissive attendance^ 63, 

Aides — .^|re^ Offi^'e/clerica\ employee 

V Alaska/v^iativfc, American Indian or*, 59, ^f, 

^ 24S /' 

Alien, i/onresidont?^see Non-U. S. citizen 

Allotments —see Current-funo revenue 
, Vcategorlei^ . ' - . . . » • 

American National Standards Institute (ANSI) 
library statistics standard, 129-131 
standard Horary identif lotion number 
. (StIN), 5*i. 2:4 ^ 7 

Amortization, Depreciation/., 254 

Analysis,( Research and > 
services, 95, 2Z6 
transaction. Ill',' 2i77 - 

^ Aperture card.. 72, 22P- 

Appointment, :erm of XP^e^'sonnel ) , 83, Z2^ / 

-Appropriate i 
breadth ((»f collection), 7-4, 176 
depth (of collection) 74, 176- 



Appropriations. * . * , . 

>govern!Knta1t:'58,,I52 - 
mad^^yNS)arent organization, 98,^ 18^ 

•'1 ^ * " . . • ^ 

Apprqval plan, 116, 162^^ 



Area , • i * 

• Assignable--5ee Assignable square feet 
Gross— see Gm)s§ square feet ^ v ^ 
of services-see Public library primarx,/^ 



service area 



Asian'oV. Pacific Islanderr^9-r 81V 249 

Assets f - , " . • t 
Expenditures for capita?^ 100, 19S 
' definition, 77, 198 . 

Assi^nabl? square feet ' 

definition, also Gross square feet 

of shelving, 87» ^ , 

Ass island'- 

ASt&ent, S^^. 104, 257 
L<?rarif— see Library technician 

Associate decir^e,'. 60, 82, 204 f 

Atlas, 73, ggg-^- see also l^p 

Attainment, Educational^! , 61. 122, 257 . 

Attendance' . c occ. ' 

age span. School compulsory, 63, 255 

'age span. School permissive, 63, 257 
School average daily, 63, 253 j 

Audio , - . . / 

card, 72, 220^ ; , / 

device, 88; 190 
disc, 72, 220. ' ■ - ^ / 
page, 72, 2% N.^ 
player, 88, l\p . . , 

recorder, 88, 290 . / 

re<^brding, 72, 220 • / 
tspe, 72, 220 ' I ■ 

>• tape duplicator, 88, 190 / ^ .\ 
•visual equipmeht— see Equipment 'types 
.visual, radio, TV. Tacllity^ 87,.. 255 ' 

Aw^hferity file, 116,! 253 / 



B ^ ^ 

Baccalaureate collegel. Academic library 
•V in a general, 49, 255 

.Wchelor/s .degree 60, 82, 204 

^ Balance, Fund, 77, llS, 199 t ^ 

Bibliographic ^ 
data base, 184 ' W 
data base literature search, lilt 206 
servi ce center , Parti ci pati on i n a , 
J 55, 179 " ' 

utility. Participation in a, 55, 180 

' Bibliography 

definition, 112, 250 
> Td^c of, '112, 26i 

^ Binding and rebinding,'i^ll8,' 177 ^ 

Black, ncnhispanlc, 59, 81, 24S^ ' 

Blanket purchase order, 115, 185 



Automatevl^cataloV-rsee Glnllne computer catalog 

-Automated network catalog ^jpcord, 117, 270— 
see also Bibliographic utility data base 

Availability 

Collection, 75s 
Equipment, 88, 18^ ^ 
Jacility, 87, 197 . 
Service,. 54, 260 ^ 



Blind, Oeaf-i 59, 82, 203-see also. Visually 
jhandicapped , ' 

Bclard, Library, 52, 245/ • 

ionHg- and mortgages payable, notqs, 11, '198 

\ Boik ^ " , . 

Sef1nitnon,'^J^,^14, 115, ^18 
trade I'ist, Publishers-'and,^ 250 . 
yalua. Collection, 71, 273 ' / 

Booknjoblle, 54, 2gl-- see also Mediamojjile^^ 

Bookm^bile^ stopV^S*, 2fi2 

• Books^ock,! 165 

Borougii 9ontrol , County or, 51, 21Z. 

' ■ ■\- - . . ^ 

Borrowing 
•s Bulk,\.n.3,.i^7 

due from or to other f.unds, Interfund. 

.■•7.7j 198 ' " , 

request (interlibrary loan), 113,|205. 

Bound peri odij^il, 72, 22^ 

Braille material, 74, 223 

Branch • , 

campus,;i,52< 259 

library, 54^, ^2 . • ^ ,^ 

office (specif library Feportlng-urtlt 
• structure) , 52,. 25P 



Breadth 

* Cbnectlon, 74, 75, 176 ^ ' ^ 

Appropriate (of cjoUection). 74, 176 

Briefi cataloging, l|l7, 27c> , 

Budgetary cont;rol , 1 27 , 2 J4 » 

■ ■ •• • ■' ■ • • ) , • ■ 

Suil ding Identifiers/characteristics. 86, 255 — 
see 4l so 1?Tant /j 

Bulk 

borrowing, 113, 257 
. lending, 114. 167 r, \ ' ^ . 

Business ' i \ ^ 

or service, organization. Special library in, 

. 50, 262 n : / 

workers, ProfeSional o/, 82, 246 

: . c ■■/ 

Calendar system, Predomii^ant , 56, 23^ 

Capacity - ' ^ / 

; Facilities, 87 

Seating, 87, :*55 
, Shelvings,87, 262 ^ ^ 

.Campus V \^ , 

Branch, 52, 2 5^^ ^ 

,v institutitjn. Single-.^, 52, 159 
in a multi-campus system^ 52, 255 
Parent institution/main, 52, 159 

Cai^ital assets. Expenditures for, 100,^ 195 

Caoital equipment, 1^ 

Capital expenditures— see Expenditures for 
dapital ^ssets^,. ■ , 

Card 

i Aperture, 72, 219 ^ , ' 
Audio-, .72, 220 ^ r 

. catalog, 117, 168, _ 
or card copy. Library of Congress, 117, i/O 
OnHier, 115, 257 • 

Carrel .. 259- 

Cashy 77,- 198 • ■ J ^ , ^ 

Catalog > ^ . - 

* definmon..«^ill7, 118, 16^ 

information transaction. Ill , 2C/5 
^ malatenance and production services, 96, 

240 , 

National Union, 117^ 27^? 
or union list coopersttive project. Par- 
ticipation in a union,' S5v 25^? 



Catalog-- continued . ; f * 

Public, 75, 244 , .1 
record; 117-, 11.8, 169 . ' 
retord, automated networ*?i catalog, 117, 170 
Special*, 112,^252 • v - . 

type"; 117, 168 ^ 

Cataloging i - • " . 

activity- 116,, 255 
Brief, 117, -.170' ^ ^ 

Derived, 117, 255. r 

-in-Publication, 117, 170 _ 
^ Original, 116, 255; 
. Services, 96, 240 .\ 

CensOs date, 59, 121, 272 , ' | - 

Center . - 

Listening, 88, 190 
, Learning resource, -54, 222 ,^ 
' Participation in a bibliographic service^ ' 
55, 275 : .1 

Participation in a centralized processing-, 
55, 130 N; ,~ 

Central \^ 

administration, expenditures made by a, 
- '9i, 195 \ ■ \ 
1 ibrary, 54, 252 • \ 
office (Academic reporti no-unit structure), 
52, 255— see also Main yhome) office 

Cen;t:ralized processing center. Participation* 
. in, a, 55, 180 



Certificate or diploma, 60,/82, 204, 

Charge— see. Circulation ^transaction and 
^. Generated income 

Chart, 73, 222 v / . 

Children's servicas , j247. 

^ i -* ■ . 

Circulation | - , 

definition, 272 j •< i 

services, 75, 95,1 113, 2ZQ • ■ y. 
through interlfbrary loan— see Interl ibrary 

loan transaction 
taroughMntrali brainy loan— see Intral ibrary 
loan . . \ ^ ^ 

transaction, 74, 75V 113,: 27^ 

^ , transaction, Equipment, 113. 255 
transaction. Reserve .y 13 i??. 

City control— see Municipality J/ncludin 
. townshifi and city) contro^l S 

Claim, 272, , • \ 

Classification. , '\ ^ 

revision— see Reclassification, 
system, ]lo7'272 \ 
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^ Classified collection, 71/ 273 

Classroom ^ ' ^ ' 

; facility, 86, 108, 252 
teacher, 63, '256 

''^.plearance status. Security, 54, 64, 2^5 
Clerical efijployef*. Office/, 83, 104, 231 
Clientele— see User group 
roll&tlon 

^ accessibility, 75, 177 
ava11abnity,75, 17? 
book vaius, 71 ,i 172 
breadth, 74, 75, 176 
breadth. Appropriate, 74, 275 - 
c&tegories, 71 , 273 
Classified, 71, 275 
counts, 71, 176 
depth, 74, 27^ 
depth. Appropriate, 74, 275 
^ develO';jment services, 55, 95, 114, 
expenditures— see Collection resource 
" expenditures 

General library, 71, 75, 114, 273 
' ' Leased, 222 ' 

Literature search of. 111, 206 
maintenance services, 96, 118, 242 
. Nonprint, 71 , 274 . 
Off-site storage, 71, 75, 114, 174 
. preservation— see Preservation 
Reference, Ti.'TTZ, 17? 
relevancy, 74, 275 
RentaT,- 252 
Reserve, 71, 274 
resources, 71; 75, 176 
resources expenditures, 99, 255 
resources maintenance activity, i|8, 2/7 
resources maintenance services, 96, 118, 24 x 
Special, 71, 274 
utilization, 75, 277 

^°^Academic library, in a comprehensive, 49, 
257 

Academic library in a general baccalaur- • 

S eate, 49, 255 * t^;? 

^ AcadeiTvic library in. a two-year, 49, 255 
years completed (education attainment J, 
61, 188 y . 

ji 

Combined 

. authority list or file, 1T6, 253. 
elenenxary-secondary school, bO, 

Coninercial^or industrial organization. Special 
library in, 50, 253.. - 

Coinnunity college— see two-year college 



Conmuntty referral 

services --see Referral services 
transaction. 111 , 2^77 

Compensnion, 83, 84, 194 

Competence, Staff, 127, 2^4 

Comprehensive college., ^Academic library in. 

^9, .157 - ' 

Compulsory attendance age span. School, 
■ 63, 255 

Computer ' 
^ catalog. Online, 117, 255 
device; 88, 108, ISO 
input/output device, 88, 252 
material, 72, 22^7. 
printout, 72, 220 
terminalL 88, 252 

Condition code (building/facility), 86, 255 

Conditions of employment, 83, 223 

Consortium, network and/or coov^erative 
endeavor, 55, 275 

Construction. Year of i bull ding/ facility), 
/ 86, 255 

Contact, Information, 111, 2^75 
Continuation order --see Standing order 

•Contract (S),.' . r^n^ao 

Government grants and, 98, 252 
Private gifts, grants, and, 98, 182 

Contractors, 64, 123,^55 

Contributed 

materials, m 

(volunteer) services, 84, 99, 104, 

195 

* ^ ' 'a 

Contributions--see Private gifts, grants, and 
contracts - - ^ 

Control 

Budgetary, 127, 234 
Legal, ^51, 323 . , 

Materials, organization and, 55, 240, . 
service. Serials, 96, 240 

Conversion, Materials, 118, 275>-see also 
Reclassification 



Cooperating,.! ibrary; 55, 2 
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• '"" "\ ■ 

Cooperation— see Consortium, network, and/or 
cooperative ''endeayor 

Cooperative . 

activities. Participation in local, 55, 179 
activities. Participation in regional or 
' Intrastate, 55, 279. 
endeavor. Consortium, network, and/or, 55, 
179 

project. Participation in a union catalog 
or union list, 55, 179 * 

Coordi native and leadership activities, 96, 

, 242 ' 

Cco;. Added, 117, 161 

Copy cataloging— see Derived c'^taloging^ 

Copier/duplicator. Printer/, 89, 19a 

Corporate name of parent organization or 
sponsor, 51 , 214 

Cost(s) , 

Estimated building/facility replacement, 

♦ 86, 166 
Labor, 111, 224 

Program expenditures, direct, 99, 1^4 
Course level. Academic, 6GI, 157 
Counts 

- Academic student, 61, 121, 160 

Collection,. 71, 

Employee, 61, 63, 121, 18'8 

Full-time equivalent, 81, 104, 108. 133 . 

Head, 59, 81 , 84, 104, 105, 118, 121, 122, 
-123, 133 . . 

Materials acquisition, 115, 216 

School student', 63, 258 
County or borough control , 51 , 213 
Credit hours. Academic student, 60, 160 

Cross-reference, 181 

Cultural 

disadvantage, .60, IPS 

educational » and tiiformation services, 

95, 235 ' . . 
events program, 95, 23? 
recreational, and educational services, 

95, 112, 2S6 

.•Current- fund \ 
balance, 77, 199 

expenditures for capital assets, 100, 195 
revenue categories, 98, 119, 131 
,source/use format, 101, 132 



' D 

Daily attendance. School average, 63, 253 

Daily membership. School average, 63, 253 

Data base 

definition, 112, 25> 

literature search. Bibliographic, 111, 206 
Day, School , 56, 255 

Days open to user group— see Service avail- 
ability 

Deaf-blind, 59, 82, 203— see als o Visually 
handicapped 

Debt service, 134 

Deferred 

charges. Prepaid expenses and, 77, 193 
. revenues, 77, 199 

Degree— see Educational attainment and Highest 
degree offered/obtained 

Delivery services, Interllbrary, 95, 229 

Deposits, 77, ri99 ' 

Depreciation/amortization, 134 

Derived cataloging 
; definition, lU, 169- 
Sources of, 117, 170 

Depth, Collection 
definition, 74, 176 
Appropriate, 74,^175 

Development services. Collection, 95, 114, 229 

Devices— see Equipment types 

.Dewey decimal classification, 116, 

Dial access, 113, .i55 

Disadvantage status, 60, 121, 135. 

District control. School, 51, 212 

Diorama, 73, 222 

Diploma, Certificate or, 60, 82, 204 
Direct costs. Program expenditures, 99, 194 
Directional "transefctfon, itl . 205 
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Disc • / 

Audio-, 72, 220 
Video-, 73, 221 

Discharge— see Circulation 'transaction 

Discipline/subject matter, 60, 63, 63, 74, 

121, 122, 123, 185 
Display device. Electronic, 88, 108, 191 
Display material. Electronic, 73, 221 
Dissemination of information. Selective 

activity, 112, 259 \ 
services, 95, 226 . \ 

Distribution services 
Equipment, 95, 228 
Media, 95, 238 
Resource, 95, 227 

Division 

* Graduate/professional, 50, 157 
Lower; 60, 157 
Public library user, 247 
Uppar, 60, 157 

Doctoral degree, 60, 82, 2(?4 

Doctoral -granting institution. Academic 
library in a major, 49, 157 

Dollar amount/ 77, 186 , 

Dollar equivalency, 77, 84, 186^ 

Dollar equivalency of contributed (volunteer) 
services— see Contributed (volunteer) 
services 

Domestic^ nonoovernmept publication, 75, 99, 
115, 217 

Donated . ^ * - i 

material— see Contributed material 
services— see_r. Contributed (vounteer) 
services . 

Dry-carrel, 87, 259 

Duplicator 

Audiotape, 88, 190 
^Printer/copier, 89, i53 

Duration, Transaction, 111. 222 



Economic disadvantage, 50, 185 
Education programs. General, 95, 226 
Educational attainment, 61, 82, 122, 1B7 



Educational services. Cultural ,' recreational , 
and, 95, 112, 226 

Effectiveness—see Performance measures 

Electronic displiay 
device, 88, 108, 191 
material , 73, 221 

Elementary 

school, 49,, 254 , , , 

school years completed (educational 

attainment), 61, 18? 
-secondary school. Combined, 5D, 2^ 

Employee(s) , , 

competence— see Staff competence 
- counts, 61, 63, 121, 188 
definition, see also Personnel • 

resource categories 
Exempt, 99, 122 ■ 
morale— see Work environment/stafr - 

morale 
Nonexempt, 99,. 225 

Research/instruction, 61 121, 122, 123, 

252 

time— see Person time 

Employment categories 

of adult population, 62, 122, 246 
of library personnel— see Personnel 
resource categories 

Employment, Personnel conditions^xf , 83, 225 

Endowment 

and similar fund balance, 77, 
, income, 98, 182 , 

English, proficiency with, 59, 212 

Enrollment, School grade or year, 63, 122, 258 

Entrance requirement— see Mini irtum admissions^ 
requirement - 

ft - * ■ . 
. Entry, 112, 155 

Vny^rnnmpnt.' 48-56-- see also Work Environ- 
ment/staff morale 

Equipment - 

availability, 88. 189 , 
circulation transaction, 113, 189 
distHbution services, 95, 228 
identifiers, 87, 1D8, 189 
noncapital, 99, 194 
ownership status, 87, 139 
rental, 87 
types, 38, 108, 190 



t 
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Equivalent (-cies) 

counts, Full-time, 81, 104, 108, I5S : 

Dollar, 77, 84, 105, 186 

Volume, 71, 271 

Estimated building/ facility replacement cost, 
86", 265 

Ethnic identification. Race/, 121, 249 
Events programs. Cultural, 95, 2J7 
exchange 

and delivery services, Interinstitutional , 

95, 113, ZZ9 
Gifts and, 201 

Executive/administrative/managerial profes-' 
sional , 83", 104, 229 

Exempt employee, 99, irj — see also Profes- 
sional 

Exhibit, 73, 112, 222 , . - 

Lxpenditure(s) 

-categories-and- transfers , 194^196 

Collection resource, 99, 195 
(direct costs). Program, 99, 194 
^ for capital assets, 100, 195 

made by a central administration, 99, ^94 , 

made by another' agency, 99, 19^5 

made by the parent organization, 99, 195 

Extension of library services, 196 



.F 



Facility(-ies) 

availability, 87, 197 
■ capacity, 87»- see also Assignable square , 
feet and Gross square feet 
characteristics, 86, 155— see also Room 

use categories 
measures, 107-109, 233 
replacement cost. Estimated building/, 86, 
136 

resources, 85-89 

Fact-finding transaction. 111, 206 

Faculty— see Classroom teacher and Research/ 
instructToh personnel 

Family income, 62, 122, 246 

Federal 

agency (reporting-unit structure), 52, 24S 
agency f Special library maintained by and -r 

serving a, 50, 2gj— see also National 

library^, 
control , 51 ZIZ 
• library-'see Special library maintained by 

and servTng a Federal agency 



Fees— see Generated income and Tuition and 
Fees 

Feet ' . 

Assignable square, 86, 108, 162 
Gross square, 86, 201 
of shelving. Assignable square, 87, ?,32 
of shelving. Linear, 87, 262 

Fiche 

catalog, 117, 168_ 
definition— see Microfiche 

Fiction, 197 

File 

Authority, 116, 16Z 
material. Vertical, 72, 219 ■ 
Reference, 71 , 17Z 
Vertical , 71 , 273 

Filled (interlibrary.loan) 

borrowing request— see Request filled 

within user speci?T¥d time 
lending request, 114, 209 

Film— se£ Motion picture^ film and Microfilm 



Filmstrip ^ 
^ or filmstrig.set, 73, 221 
projector dp viewer, 88, 192 

Financial -v^ 

management and operations, 96, 24Z 
measures, 97-102, 233 
. resources, 76-78, 197 

V 

First professional degree, 60, 204 
Fiscal period, 56, 155— see also Financial 
Fcr-profit, Private control, 51., 213 
Foreign nongovernment publication, 115, 217 
Vbrmat 

Materials, 72-74, 99, 114, 118, 213 
Original, 114, 209 
Reproduced, 114, 209 

4-1-4 plan, 56, 232 

Four-year senior high school, 254 

Fringe benefits, 83, 194 

Full-text \ - ' 

retrieval clata base, 134 
retrieval transaction, 113, 200^ 
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Full-tlme equivalent (FTE) counts, CAcademic 
student), 160 ^ 

Full-time equivalent (FTE) counts, (Employee), 
. 81, 104, 108, 188 

Functionally Illiterate. 60, l'8S 

Fund(s) 

balances, 78, 119, 199 
for renewal and replacejnent, 7b, is» 
for retirement of Indebtedness, 78, 199 
Restricted, 98, 252 

revenue categories. Current, 98, 119, lai 
Unrestricted, 98, 252 



^"baccalaureate college. Academic library in 
a, 49, 158 ^ 
circulation services, 95, 228 
circulation transaction, 113, 172 
education program, SS', 
library collection, 71, 75, 114, 173 
reference collection, 71, 173 
use facility, 87, 108, 253 

Generated Income, 98, 132 

Gifts and exchanges, 201 

Gifts, grants, and contracts. Private, 98, 182 

Globe,* 73, 221— see also. Hap 

Govemment(al) ' « j u,. »nA 

agency. Special library maintained by and 

serving a, 50, 64, 122, 2rt 
appropriations, 98, 353 
grants and, contracts, 98, 352 

officials,' 64, 122, 265 „ 

publication, 1.15, 237 

Grade or year enrollment. School, 122, 255 

Graduate ^c-? . 

/professional division, 60, i57 
students, 61, 121, 160 

Grants and contracts 
Governmental, 98, 352 
Private gifts, 98, 182 

Graphic or reproduction device, 89, 108, 193 

Gross square feet, 86, 201 

Group transaction. 111, 112. 205y 207 



* H 

HandlcapCped) 

access (facility), QS, '166 
category, 59, 82, 121 , 203 
Special education school for the, 50, 2t>5 

Headcount, 59, 81 , 84, 104, 105, 118, 121, 

122, 123, 355 . > 

Headquarters, Library, 214 
Health 

'handicapped, 59, .82, 203 
safety, and security services, 96, 243 

Hearing handicapped, 59, BZ^ 203 

High school ^ ^ . 

definition— see Secondary s-.bCil 
years completed (educationai attainment), 

• 61, 187 

Highest degree offeied/obtained^^ 60, 204 

Hispanic, 55, 81 , 249 
' Holdings— see Collection T*asources 

Hologram, 73, 221 
- Home offices— see Main (home) office - 

Hours ' ~ 

Academic -Student credit, 60, 160 
Information service* 112, 207^ 

Household workers. Service and, 62, 246^ 

• ^ I 

ISBN— see International Standard Book Number 

ISSN— see International Standard Serial Number 

Illiterate, functionally, 60, 355 

Income 

Family, 62, 121!, 2tf5 
(of library)— see Current-fund revenue 
categor+es 

Incomplete high school, 254 

Indebtedness, Funds for retirement of, 
78, 199 

Independent, Nonprofit (legal cpntrol), 
51, 213 

Independent special library, 50, 64., 123, 264 
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Iiidex, 250 , . 

Industrial organization. Special library in 
a commercial or, 50, 263 

Information 
. area. Usee 86, 253 
contacts 111, P(?5 
Selective dissemination of, 259 
service houts; 112, '^07 
services, 55, 95, 111, 255 
services. Cultural, educational, and, 95, 
235 

Input/output device (computer), 88, 191 

Institution of postseccndary education. Special 
library serving an, 50, S3, 2gJ— see also 
Academic library _ ^ - 

Instruction employee, Fesearch/, 61., 63, 64, 
121 , 122, 123, 252 ' 

Intellectual dimension (df the collection), 
^4, 176 ^ 

Interbranch loan— see Intra! ibrary loan 

Interfund borrowing due f^rom and to other 
funds, 77, 198^ \ , 

Interinstitutional exchange^and delivery 
services, 95, 113, 235 \ 



Interlibrary cooperation— see Consortium, 
network, and/or cooperatTvi" endeavor 

Interlibrary loan 

borrowing activity, 75, 113, 208 
definition, 208 
lending activity, 114, 2^?5 
services, 55, 95, 239 

International Standard 

Book Number (ISBN), 209 . 
Serial Number (ISSN), 209. 

Intralibrary loan, 113, 209 

Intrastate cooperative activities. Partici- 
pation In regional' or, 55, 173 

' Investment(s) 

definition, 77, 198 
in plant. Net. 78, 199 

Issue, 2^75 ' " ■ - '-'^ -> . 



J 

Joint 

' act^uisitions— see Materials acquisition 
counts " 

library, (Academic reporting-unlt struc- 
ture), 52, 159 . 

library, ^(Special report! ng-unit structure?, 
54, 266 

Junicr college— see Two-year college 
Junior Mgh school, 49, 254 
Junior-senior high school, 49, 255 

K 

Kit, 74, 22^— see also Fllnistrip or filmstrip 
set . - ' 

L 

Labor cost. 111 , 2J4 

Laboratory facility, 86, 108, 252 , 

Lag Mme, 75, 111, 223 

fir 

Language proficiency, 59, 121, 212 

Leadership activities, Coordlnative and, 

96, 242 

Leaflet- -see Pamphlet 

Learning resource center, 54, 212— see alsc 
School library/media center 

Leased collection, 2i2— see also Rental 
collection " ■' .. . < ; -. v 

Legal control , 51 , 213 

Lenditiq— see also Circulation services 
activity, Interlibrary loan, lU, 208 
Bulk, 114, 167 

reques.t (interlibrary loan), 75, 114, 208 

Lever^^ ' - ; ' ■ ^"^ " 
Academic course, 60, 157 
Acafdemic student, 61, 121, 160 ■ 
of research involvement, 61 , 63, 64, 121 , 
122,-^123, 252 



Liabilities, 77, 198 
'Liaison activities, 96, 242 
Librarian, 83, 104, 230 
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Library 

Academic. 49. 55. 60-61. 121. 122. 157 . 
Afflllateii, 54. 251 
agency,. State. 52. 245 
assistant— see Library technician 
board. 52. 245y ^ 
Branch. 54. 261 
Central, 54. 2tfi 

collection ./General. 71. 75. 114. 173— see 

also Collection categories 
Cooperating. .55. 180 
definition, 213 

headquairters. 214 \ 
Identification' number, American Natl^onal 
Standards Institute Standard. 51, 214 
identifiers. 51. 214 
Joint, 52. 54, 159, 266 
location, 51. 214 , 
/media center. School* 49. 55. 62-b3. 122. 

254 ■ J 

of Congress card or card copy. 117. 170 
of Congress classification. 116, 172 j 
Public.-49. 52. 54. 55^ 61-62. 122-123. 244 
professional. Specialist/, 83. 229 
School— see School library/media center 
Special ."^57. 53-54. 55, 53-64; 122. 263 
technician, 83, 104, 23^7 
types, 49-30 

Linear feet of shelving. 87. 262 
List 

Authority file or, 116. 163 
cooperative project. Participation m a 

union catalog or union, 55, 180 
Serials, 117, 168 

t 

Listening center, 88, Z 0 

Literature search transaction-. 111, 206' 

Loan 

Intralibrary, 113, 205 
services— see Circulation services 
services, Interlibrary, 55. 95. 113-114. 2Z9 

^°"ooperative activities. Participation in, 

-55, 179 \ ^ ^ ^ 

government agency. Special library maintained 

by and serving a, 50, 264 
public school system, 53, 2,57 

Location (of library)* 51, 214 

Logistical services, 96, 243 

Lower division, 60, 157 



Machine-' 

assisted reference services, 95., 235 
readable data base-^s^e Data base 
readable data base iTterature search— see . 
Bibliographic data base literature search 

Magnetic storage, 72, 22^7 , • 

Magnified material . Projected or, 73, 221 

Magnifying rtevice. Projecting or, 88. 108, 192 

Main campus. Parent institution/, 52, 159 

Main (home) office, 53, 265 

Main library— see Central library 

Maintenance 

and production. Catalog, 96, 240 
Collection, 241 

Plant— see Physical plant services 
servicesTCol lection, 96, 118, 241 
services. Collection resources, 96, 118, 

241 ^- ; 

services. Stack, 96, 241 

Major doctoral -granting institution. Academic 
library in a, 49, 157 

Major program. Academic student, 121, 160 

Management services. 96-, 242 

Managerial professional. Administrative/ 
•executive/, 83, 104, 229 

Mandatory transfej^-out, 100, 195 

Manpo#*cr resource categories— see Personnel 
resource categories 

Manual workers, 62, 246 

Manuscript, '74, 223 

Map, 73, 222 — see also Atlas and Globe 

Master's degree, 60, 82, 204 

Material (s) 

acquisition counts, 115, 2lff 

acquisition services, 55, 96, 115-116, 240 

conversion, 118, 27g— see also Collection 

resources maintwance services 
format, 72-74, 99,\114, 115, 218 
organization* and cAnt^ol services, 55, 96. 

116-118,241 \ 
Precataloged, 117, 170 



SOB : .. ■ 



Media 

center; School library/,o49, 55, 62-63, 

122 254 
distribution services, 95, 238 
'-mobile^ 54, 261 ^ ^ 
■ mobile -stop, 54, 261 
professional, 83, 103, 230 
technician, 83, 103, 23^7 

Mentally handicapped, 59, 82, 2^73 

Micro- 

fiche,*?2, 219 
film, 72, 219 
film catalog, 117, 168 
form, 99, 115, 219 

fortn reader or reader/printer, 88, 192 
Middle school, 49, 254 
HinimuKi admissions requirement, 60, 62, 224 
Mobile unit—see Bookmobile and Mediamobile 
Mock-up, 73, 222 
Model, 73, 223 
Monograph, 225 - 
Month 

Service, 84, 104, 118, 188 
Typical, 269 

Morale, worfc environment/Staff, 127, 234' 

Mortgages payable. Notes, bonds, and, -77, 198 

Motion picture film, °73, 221 

Motion picture projector, S8» 192 

Multi-campus system. Campus in a, 52, 159 

Multi handicapped, 59, 82, 203 

Municipality (including township and city) 
control, 51, 213 

Huslc 'score— see Score 



Name authority ll^st or file, 116, 163 

'National library.! 50, 263 

National Union Catalog, 117, 170 

Nit assignable ar€a\-sM. Assignable square 
feet • ' 



Net investment in plant, 78, 199 

Network " - cc • 

and cooperative endeavor, Consortiunf, 55, 

179 

catalog, record. Automated, 117, 27(7 

New library, 226 

Newspaper, 72, 219 

Noncapital equipment, 99, 194^ 

Noncertificate student,- Nondegree/nondlploma, 
61, 121, '16D 

Noncirculated volumes reshelved, 75, 112, 113, 226 

Nondegree/nondi pi oma/noncerti f i cate s tuden t , 
61, 160 

Nondi pi oma/ noncertificate student, Nondegree/, 
61, 12U 160 

Nonexempt employee, 99, 22g— see also Personnel 
resource categories 

Nonfiction, 226 - 

Nongoverriment publication 

domestic, 75, 115, 217. 

foreign, 115, 217 

' ' ' * 
Nonhispanic, black, 59, 81, 249 

Nonhispanic, white, 59, 81^ 249 " 

Nonmandatory transfer-out, 100, 195 

Nonprint 

collection, 71, 17<: 
materials, 226 

Nonprofit, independent (legal control), 51,. 

213 f 

Nonpublic control--see^ Private (legal control ) 

Nonpublic school sy.stem, 53, 257 

Nonresident alien, 81 > 214 

Notes, bonds, and mortgages payabls, 77, 198^ 

Number of transacti ons, -11 1 • -233 

Numeric data base, 184 . 
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Object of expenditure, 99 

« 

Obligation— see LI abilities ^ ' - 

Occupational /vocational schSol —see also 
Vocational -technical school 
Acadwric library in a multi-program, 49, 

Academic library in a singla-program. 49, 

158 : 

Off -site storage 

•collection, 71, 75* 114, 174 
. facility. 87, 253 

-'Office/clerical employee, 83, 104, 221 

Office-facility, ^6, 108, 252 , 

One-teacher school, 49, 254 " 

Online computer datslog. 117, i^s 

Open stack/reading roomy86, 253 

Operating expendi ture— see Program expendi- ^ 
tures (direct costs) 

Operations effectiveness, 127', 234 
Order 

Blanket purchase, 115, 165 
card. 115, 227 ' ' 
Purchase, 115. 24 
Standing. 116, 266 




Ordering services, 96, 

Organization* . 

and control. Materials, 55, 96, 116-118, 
-code (of parent organization), 51, 2M 
control— see Legal opntrol 

Original 

cataloging, 116, 169 
format, 114,-2^?P 

Orthopedically handicapped, 59, 82, 203 

Outcome measures , 127, 235 

Outlet, Service, 54, 260 

Output device (computer)/ Input, 88, 

Overhead transparency, 73, 221 

Ownership status. Equipment, 87. 189 



p.' 

Pacific Islander, Asian or, 59, 249 
Page, Audio, 72, 2^0 

Page/scustent assistarlt/shelyer, 83, 1(», 231. 
•Pai^rr-tilett 72v*^^i5 , • 

Paraprofessional— see Library ^technicians - 

/ 

Parent organization . 
Appropriations made by, yo» itss 
Corporate name of , '51, 214 
Expenditures made by. ^9, 194- 
/Insti.tution, 52, 159 
Organization code»-see Organization code 

Part-time counts-see Full-time equivs^ent 
* (FTE) counts , - 

Part-time, employee, 83, 228 

Partnership, Special library in ^, 50, 253 
, / ■■ . 

Patron— see User group 

Payable «^ ' 

and accrued liabilitieii. Accounts, 77, 

f'otes . bonds . and mortgages , 77 , 198 

Pfirforman:e measure? , 127 ,-'234 

Periods Fiscal, 56, 199 

Periodical, 72, 114, 115 ; - . 

check-in services— see Serials- control 

services 
definition, 218 

Permissive attendance age span. School, 63, 

257 * . > ^ 

Person time, 75, Vil, 23^ o 

i 

Personnel ' 
conditions of employment, 83, 228 
Identifiers/traits, 81, 82, 228 
measures, 103-106, 233 
resource categories, 83, 104, 22P— see al 
Employee and St'aff 

' services, 96., 243 - 

Phonodisc— see Audi odisc . , 

Phonograph reccrd— see Audi odisc 
Photographic device, 89, 108, 153 
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PhysicanTpIant operations. 96. 2^^— see also. 
Plant 

Physical processing. 
' definition. 118. 23?- 
services, 96, -^41 , - 

Physical unit, 71.J14, 175 \ 

Pictorial representation^ 73, 222 

Picture, 73, 222 ' * 

Picture film; Motion. 73, 221 

Picture projector. Motion, 88, 192 • 

Plan, ApprovaU 116, 162 

Planning and program development, .96, 242 

Plant (asset), 77, 198 ' " 

Plant fund, unexpended, 78, 199 ^ 

. Plant maintenanv-re— see Physical plant 
operations ' ' . 

Plant, 'net investment in, 78, 1^9. 

Plant operations. Physical, 96,^244- 

Player, Audio, 88, 190 ' - 

Player, Videotape, 88, 192 

Pledges receivable, 11,193 

Policy effectiveness, 127, 2Z4 

r 

Points, Service, 5^4., 261 

Postsecondary education, Spe<^al library in 
•an Institution of, 50, 53, b5, 63, 122, 
^gj«- see also Academic Vibtrary 

Precatalogued material , 117, 1 7(? 

Predominant calendar system, 56, 2J2 

Prepaid expenses ^nd defeif-red charges, 77, 198 

Preparation, and maintenance; Materials— see 
Collection resources maintenance 
services- ^ */ 



Preservation, n8,'l75 

Primary language,.. 59, 212 

Primary service area, Public library, 54,^.61,- 
■245. ' . 



Print and print facsimile material, 72, 2Z2 
Print (or printed) material, 72, -115, 218 
Printer 

' /copier/duplicator, 89, 19Z ' 

Microform reader or-reader/, 88, ^92 

Printout, Computer, 72, 220 . 

Private . ' ' 

(Legal control), 51, 21 J 
-gifts, grants, and contracts, 98, 152 
sector. Special library in a," 50, 53-54, 55, 
^ 63, 122, 2ffJ . 

Processing , . rc 

center. Participation in a centralized, 5b, 

780 ' ' 
Ceiicralized, 
Physical^ 1^8, 221 
. . services; Physical, 96, 241. 

Production services, Cgtalog maintenance and, 
96, -24^? ^ 

Productivity, 127, 2 J4 

Professional . , 

affiliations or appointments^ S^i, S29 
and business worker, 62, 246 
degree. First, 60, 204 . ' . 

division. Graduate, 60, 157 - ^ oo 
Executive/administrative/managerial, 83, IU4, 

22P , . - 

institution. Academic library in a spe- 
cialized or, 49, 158 ■ . 
organization. Special library' in a trade 

or, 50, 2ffJ . 
Specialist/library, 83, 104, 225 

Proficiency, Language'; 59, 212 

Profit (legal control). Private for-, 51. 

213 

Program(matic) . * 

' activities, 55, 95-95. '235 
-Cultural events, 95.\?57 
development. Planning and, 96, 242 
expenditures (direct costs) 99, 194 
General education, 95, 236 
measures, '233'-23S 

Projected or magnified materi at.. 73. 322' 

Projecting or magnifying device, 88, r08, 192 

Public catalog, 75, 244 

Public (legal control), 51, 213 
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Public library _ . 

. defTnltlon, 49. 52, ^5, 24^ 
primary seWtce area , 54, 61, 
"♦v^portlrlg-Hjnlt structuret^SZ, 24S 
target group. 61-62, 246 
user division, 247 . 
user ^^12^^ 122-123, "247 * ^ 

Publ'lc relations and development, 96,*'242 

Public school system. Local, 53, 2s? 

■■ ' . 

Public services— -see Cultural, educational, 
and information services and Resource 
distribution services 

Publication » ' 

Domestic 'nongovernment, 115, 21? 
Foreign nongovernment ^1^5, 21Z.^ 
Government, 115, 217 * 

Publisher source, 115 

Publishers and book trade' list, 2so 

PupU, 3S&' 

Purchase order 

Blanket, 115, 16S ' . 
definition, 115, -247 



Q 



Quarter, 56, 232 



/ 



Race/ethnic identification, 59, 8*U 121, 249^ 

Radio, TV facility. Audiovisual, 87, 253 

Rate, Activity, HI, 234 

Reader or reader/ printer. Microform, 88, l'B2 

' Readers and research advisory 
• sisrvices, 95, 235 
transaction. 111 , 2(95 / 

Reading room. Open stack/. 86, 253 
\^ Reading/study room, 86, 253 

Ready reference collection, 71 , 173 

Raalla, 73, 223 ; v 
* Reblnding, Binding -and, 118, 177 , . 
' Recataloging, 117, 170 ' ' , ' 

Receipts— see Current-fund reyenue categories 



Receivable , ' . 

Accounts,'* 77 235 '. ' C-^ ^ 

pledges. 77\<^m 

Receiver, Television, 88; -252 . 

Reclassification, 116, 272 

Record, Catalog^ 118, 169' 

Recorder 

Audio-, 88, 290 
Videotape, 88, 191 ' 

Recording, Audio-, 72, 220 ' . 

I- * * ; 

Recreatidrial , and educatlonar services, . 
•Cultural, 95, 112, 236 

Reference " ^ \ \ 

collection, 71, 112, 273 
entry— see' Cross-reference 
files, 7TT 273 ,7 , V 

services— see Infonjation services 
.transactiorvTlll. 205 ' . 

Referral 

services, 95, 236 
. • transaction. 111, 207 

Regional .(legal control), 51, 223 . 

Regional- or Intrastate cooperative services 
. Participation In, 5b, 273 

Reimbursed services, 252 

Relevanty, Collection, 74, 275 ^- 

•v. / ' 

Religious group. Private t^Iegal control), 
affiliated with a, 51, ^23 - 

Renewal , 

and replacement. Funds for; 78, 199 
transaction, 200 

Rental - v ^ 

collection, 252 • : , 

Equipment, 87 

Replacement 

dost. Estimated building/facility, 86, 
-'Funds, f6r renewal and, 78, 233 

' Reportlng-unit structure 
Academic, 52, 253 
Public library, 52, 24S , 
School, -53, 257 
Special library, 53, 254- 



Reproduced format, 114, 2(73 
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Reproduction device. Graphic and, 89, 133* 

Request (Inter! ibrary loan) \ /. ' 

Borrowing, ir 208 

Fined within juser specified time, 113, 208 
Filled (lending), 114, 209 - \ 
Lending, tH. 208 - ! 

Requirement, Minimum admissions, 60, 6*2, 224 

Research advisory * 
services. Readers and, 95, 235 
transactidn. Readers and. 111, 206 ^ - 

Research and analysis . - 
services, 95, 236 
transaction. 111, 207 

Resecnrch/instruction employee, 61, 63, 121^, 

; i2j, 252 ' • . 

Research invol vement^. Level of, 61 , *fe3, 121, 
123, 252 

Reserve . . v . . 

cirxulation transaction, 113, ^ 72 
collectipn, 71 ,'. 174 ' " • 

services, 95, 238 

Reshelved, NoncircfdVdted volumes., 113,; 112,. 22ff 

Resource (;») * , , 

e. categories,. -Personnel , 82, 229 
^ center. Learning, 54, 212 
Collection, 71, ir4, 176 
distribution services, 95, 23? 
effectiveness, 127, 234 
Financial, 76^78, 197^ 

.Tiaiptenance service. Collection, 96, 241 . 
sharing— see Consortium, network and/or 
' cooperative endeavor 

Restricted funds, 98, 252 

Resti-iction categories. Revenue, 98, 252 

Retirement of indebtedness. Funds for, 78, 199 

Retrieval— see Full-text retrieval transactfon . 

and Search- 
Revenue . - ' 

categories. Current- fund, 98, 131 

deferred, 77, 99,.I5S- 

restriction categories, 98; 252 

Revi si ons , CI ass tf 1 ca ti on--see ' Reel assi f 1 cati on 

Room use categories, .86, 252 • 

Ruriil coninuni ty-,--Publ i'c-M brary -i n-a ,-49 ,- 245 



Safety and' security services, Hea-lth, 96, \ 

^ 243 \ / , . 

Salaries and wages, 99, 194 
•Sales arid service workers, 62, 245 

School - . • ' ' • 

average daily attendance,, 63, 258 
average daily membership, 63, 253 
calendar— see Predominant calendar* system . 
classroom— Classroom facility 
completed (Sucational a^tairnnent)— see; 

Educational- attainment 
comp-ilsory attendance age >span, ^63, 255- 
day, 56r 255 * V 
definition, 254 ■ 

' district « (legal control); 51, 213 

entrance requirement— see Minintum admissions 
1 requirement > ^ *• 
grade or yjear enrollment, 63, 2$B ' 
hours T-see' School day , . *^ 

learning resource- center— ifte Learning' 

\ .S resource 'center 

; l ibrary/media' pentep, 49, 55, 2.56 

permissive attendance age spafi, 63,' 257^ 
' reporting-unit structure, 53, 2^7 ° 
student counts, 63, 255 
system, locaL-Public, ^53, 257 \ . ■ 

■ system, nonpublic, 53, 257 • - \ " * 
term, 253 ^ 
year, 253 ' 

years completed— see Educa^tional attainment 

School library/media center 
definition, 49,. 55, 256 ^ 
target group, 62-63, 256" 
user group, 122, 256 

Score, 74, 223 ^ ' " _ 

Search . * 

transaction, Literatuns, 111, 205 
^Selection dissemination of information, 
112, 259 - ' • 

.Searching and verification services, 96 j 240 

Seating capacity, 87, 258 . - 

Secondary' school / > i 

> Combined elementary-, 50, 255 
definition, 494- 254 

Secretarial/clerical employee, .83, 104,*25i 

I - t * ' 

Security clearance, status, 5^, 255 

V . /. . , ■ ■ . . 

, Security-ser/ices, Health and safety, 95, 24Z 
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"See q[lso" reference; 181 ^ 

"5ee*S^ference,,i5i 

Selective dissaninatibn of, information 
. activity. 112. 2S9 
search. 112. .255 . 
;./servie:es, 95. 2.r? • 



Sli 



. 25^ ' 



S€n<5ter.,56. 232 

Senior high school. 49. 254; 

Senior .high school. Junior-. 49 

Serial (s) • > \ • - 

authority list or file, 116. 163 
'.control services. ?6. 240 
definition, 72, 218 

list, 117. 168 ■ ^ . ^ ^ - 

i;.ervices. 72. 215— see also Subscriptibn 

Setvice(s) ^ ' 

■and household worker. 62, 246 
area. Public library primary. 54. 245 
availability.«54. 260' " i \ ^ 
cjsnter. Participation in la bibliographTc. 

J , . ^yg 1 ' 

Cotftributed (volunteer). 1 99. 104, 105, .195 
\ iejn^loyee. 104. ^J2l 
hours. 54. 2^0 
Lhours. Information .^11 2. ■ 2(77 , 
(library).T-segwProgrammatic activities 

month, 81. " • i . u . 

organisation. Special library in ^ business 
\ or. 50. 26Z 
outlet. 54. \260 

point.' 54. 252 V 
Supplies and, 99,, 194^ ^ 
workers. Sales and. ,62. 245 . 

'set. Filmstrip of rilmstrip; 73, 22;--see also. 

^ ' * 
>x. 81..121i 262 ' y 

, Shelver, Page/student assistant. 83. 231 

Shelving capacity, )87. 262 | v , 

Simulatioh material^ 73. 223 ? 

Single-campus institution. 52. 159 , 

Single program occuj^aWonaiyvocaticnsil school. 
Academic T'ibrary jn>a; 49^. 255 

—Single site organization,. 53. 265 

\ Single teem. 56.- 232 ^ ^ ' ^ 



Jeftnltion^ 73. 2^2 - ^ 
projector or^lewer,' 88. 152 ■ 

Sound recording— see ^udlodisc 

Source . ' * . ' 

of compensation. 83. 228 
's of derived cataloging. 117. 170 - 
of funds— see" Current- fund 'revenue 

categories 
Publisher. 115,-217 « 

\ 

Special catalog 

definition. 282 \ 
'^opicK)f. 112', 269 

Special cbl lection, 71.. 174 

Special, education school for handicapped. 

50. 255 , . 

SpeiialUbrary \. 
" V. .d^sfinition.' 253 \ 
^ reportirtg-unit structure^ 53. 54, 254-55 
target group. 63. 64, 265 . ' /, 
u^er grovp.' .122, j;23, 255 



Special. services. 95. 2Sr \ 
Special use ,fac1 11 ty, 87. Ip8. 253 

Specialist \ * 
1^1 ibrary professional. 83,^ 225, - 

Subject. 83, 230 
Speech handicapped. 59', Q2, 203 

SquareVeet „ • 

Assignable. '86, 108. 162 
' Gross, 86, 162^ - 

of shelving. Assignable, 87, 252 

Stack : * 

' ' definit-Ton, 86; 253 
^ maintenance services, 96, 242 
/reading room. Open, 86, 253 

Staff - rsee also ^ployee 'and Personnel 
competence* 
, morale. Work environment/, 127, 234 

Standard Library Identification Number, 
Anferican National Standards Institute, 
51,- 214 - . ^ 

Standard Metropolitan Statistical Area - ~ 
- ^ (SMSA), ,51, 215 • • . 

Standing (contl-nuati on) order, 116,„26'? . 



state 

Department of Education, -53, 2S7 
education agency, 53, 257 ' 
library, Sffff—see^^also SpeclaTOIbrary 
maintained by and serving a slate ^ 
go verrnjtent agency - f 
- library ag.'sncy, 5|» 245 / \' . 

or territorial rolitrol, 51, 

Stefisograph, 73, 222 * ^ 

Stop 

Bookmobile, 54» 261 
Hedlamoblle, 54, 261 , . , ^: 
■/ • • 

Storage ^ 
collection. Off-site, 71, 174' 
facility. Off-site,. 87, 2SZ , , 

Strip-film— see F14isjtrip V f^li^strip set 

Student 

assistant, §4, 257 

counts. Academic, 61, 121, 25(? ^ 
counts. School, 63, 255 . 
credit hours. Academic, 60, 160 
.l,evel. Academic, .61, 121, iff^? 
major. program, Atademic, 61, 121, 160 



Study facility, 86, ZSZ 

Subject * ' 

authority list or file, 116, 16Z * 

.heading, Z67 
' matter. Discipline/', 61 , 74, 121, idS, 252 

special isti 83, 229 

Subscr1ptfon^ 115, 2g7— 'see also Serials ' 
servica 

'-^'^ " 

Superintendent of Documents classification, 
116, 27i£^ 

Suppljies ^nd-services, 99, 194 

Support services. Administrative services'and 
administrative, 96, 241 

Supporting facility, 87, 108, 253 

System, classificatf on, 116, 172 

J \. 

Target group. 

Academic library, 60, i53 
definition, 2ff5 . v 

laentifiers/traits, 59, 268 
' Public library^ 61 , 245 
'School library. 62, 256 
Speci all ibrary, 63, 64, 255 



- Tapte 

Audior, 72, 2Z0 
\ - duplicator. Audio-, "88; 190' 
• recorder. Video-, 88, 191 - 
Viddq-, 73,' 22i ; , • . 

Teacher, Classroow, 63, 2S6 

Technical employee,'^ 83, 230 

' • ' ' - ' • , " . "'■ ' , ■ 

technical school ; Vocational , 49, 255-:-see, 

also Academic library In a nail t1 program;.. 

occuaptional/vocaticnal school and Academic 
. library in. a singl.e' pirograin decupat.ional/ ^ 

vocational school j*^ 1\ ' . 

■ ' .t, '"^ 

> Techni cal serVi ces , ^^vJ^s , : , . , 

Technician \ ^ ^ 

'Library, 83, 230 ' 
Media, 83, 230 \ 

Television facility. Audiovisual, r9,d1d; 
87, 253 • - 

Televi >ion receiver, §8, 192 

Telewriter, 88, 192 



Term 



of appointment, (personrel)i 83, 228 
(school)— see Predominant calendar system. 



Terminal, Computer, 88, 191 



Territorial control. State or, 51, 213 ^ 

Text-sretr^ ;al— see Full-text retrieval ,' 
transaction ' 

Three-dimensibnal material, 73, 222 

Time . . • , ■ - : 

Lag, 111, ^33— see also Transaction duration 
Person, ;;ill, 234 

Timeliness. 127. 235 

Titlef 71, 74, 114, lJ5^ i7^ 

Titles added. ^114, 115, 175 

Titles removed, 114, 175 

Topic^of bibliography or special catalog, 
112, 269 ' . 

Townshin control--see Hunicipality ""(in/iluding 
township and citTTcontpl 

^ Trade. list. Publishers and book, 250 
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Trade or professional organization. Special 
.library In a, 50, 283 

Transaction ^ \ 

Borrowing (inter! Ibrary loan), 1J3, 208 
Bulk bo'rrow'ing. 113. 10? 
Circulation. 74. 75. "113. 172 
duration. 111. .233 _ 
Eflulontnt circulation, 113, 189 
Fun-tfixt retrieval. 113. 200 . 

Group. Ill, 112o 205,-207 r. 

Lending .{Interllbrary^ loan). 114. 203 
NuB^er of. 111. 233 
^ference. 111. 2i?5 
renewal, 1.13. 251 • . 

Translfer-in. 98.- 252 \ 

Transfer-out.' 1 00. 255 

Transparency, Overhead, 73, 221 

Traveling library; 255 

Trimester, SS, 232 . 

Tuition and fees. 98. 183 

Two-year college. Academic library in a, 
49, 255 ' 

Typical month, 2£^ 

Typical week. 269 

, U 
Unbound periodical. 72. 225 
. Unclassified facility, 87, 253 
Undergraduate student, 61, 121, 160 
Unexpended balance--see Fund balance 

Union catalog 

National, 117,- 27i?. o.^iri 
or union list cooperative project, Partld- 
-fatlon in a. 55. 180 , 

Unit. Physical, 71. 114, 275 

Unrestricted revenue. 98. 252 

Upper division, 60, 257 

Urban cocnnuni^y. PublTcJjbrary in a. 49. 244 

i 

Use categortes. Room, 86, 252 



^^^dlvislon, Public library, 122,-247 
group, \Z\^ 270 
Information area, 86, 253 
measurtss, 234 ' 

Utility, Participation in a bibliographic, 

. 55,^275 

Utilization (of the collection) , 75, 27? 

«* 

V . 

Value, Collection book, 71, 273 

Veri f icatlon services , Searchi ng and . 
96, 24i? • 

Vertical file 
definition, 275 
material, 72. 219 

Video- 
disc, 73, 222 
player, 88, 192 
tape, 73, 222 
tape recorder, 88, 191 

Viewer 

Fllmstrip projector or. 88, 232 
Slide projector or, 88, 252 

VisuaUy handicapped, 59; 203 

^°"?hSoll Academic library in a mul ti -program - 
. occupational/, 49, 158 , , _ 

school. Academic library in a single pro- 
" gram occupational/, 49, 255 

technical school, 49, 255 

Volume{s) 

Added, 117, 161 
definition, 272 
equivalency, 71, 272 
reshelved, Noncirculated, n3, 

Volunteer services. Contributed. 84. 99, 104, 

195 ' 

w 

Wages, Salaries and, 99, 254 

Wet carrel t 87, 255 

White, nonhispanic, 59, 81, 249 

Work environment/staff morale, 127, 234 

Workers— see Employment categories (of adult 
population) 





Year enrollment. School grade or, 63. 255 ^ 
Year of construction, 86. 166 
Young adult services. 247 



ERIC 



Si 7 



